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The Office of Grant Monitoring & Compliance
Standard Operating Procedures

Contact Information
Department of Budget and Financial Planning
Office of Grant Monitoring & Compliance
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Introduction
The Office of Grant Monitoring and Compliance (OGMC) was established July 1, 2018. The
school division is awarded millions of local, state and federal funds each year. These funding
streams work in concert with the goal to provide a challenging and appropriate education for
each student of the Richmond City Public School System. The Office of Grant Monitoring and
Compliance works collaboratively with the Academic Office, Operating Office, Talent Office
and Engagement Office to streamline communication regarding fiscal and academic interests.
The OGMC also works collaboratively with the Virginia Department of Education (VDOE) to
foster the execution of federal, state and locally awarded grants. This collaboration between the
Local Education Agency (LEA) and the State Education Agency (SEA) supports the timely
submission of reports and required documentation to strengthen the compliance and monitoring
efforts of the Richmond City Public School System.
Memorandum of Understanding between Richmond City School Board and the Virginia
Board of Education
The Chairperson of the Richmond City School Board and the Superintendent of Richmond City
Public Schools signed the Memorandum of Understanding (MOU) between Richmond City
School Board and the Virginia Board of Education on August 16, 2017. The MOU outlines the
work required to improve student achievement. The MOU is in effect until all schools (44) are
identified as Fully Accredited. The MOU outlines five areas that must be addressed to move the
division towards 100% of the schools being Fully Accredited. The five areas are as follow:
1. Academic and Student Success
2. Leadership and Governance
3. Operations and Support Services
4. Human Resources Leadership
5. Community Relations and Communications
The Office of Grant Monitoring and Compliance must work in conjunction across each of the 5
areas to function efficiently. Please refer to (Appendix A) to review the Memorandum of
Understanding.
As a result of the MOU, the Office of Grant Monitoring and Compliance was required to receive
requisitions from all Offices, process requests and ensure that all payments were processed and
reimbursements were submitted in a timely manner as related to the designated MOU monitored
grants listed below.
Grant Title
Early Reading Intervention
Title I - Regular Year/Carry Over
Project Graduation Academic Year
Title III - LEP Grant
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Title IV B- 21stCCLC
Title IV A- Enrichment
Title II -Eisenhower
School Improvement

As a result of significant improvement in our processes, VDOE-OSQ has allowed RPS to
continue with the aforementioned process without prior approval from the SEA. The Office of
Grant Monitoring and Compliance will monitor the spend down of those grants and provide
feedback and guidance accordingly.
Mission & Vision
To monitor spending practices to ensure that all expenditures are allowable and aligned with the
parameters of the approved grant (the strategic plan for which grant funds were earmarked) with
regards to local, state and federal awards.
The Team
The team collaborates with various stakeholders to monitor the implementation of grant funding
to the division in excess of $250 million dollars with the addition of COVID-19 Relief Funding.
To these ends the Office of Grant Monitoring and Compliance Team performs the following
tasks:
● Train applicable stakeholders on grant development
● Develop and maintain standard operating procedures for pre and post grant award phases
● Track grant balances, maintains records and corresponds with stakeholders via various
modalities
● Collaborate with stakeholders to support the execution of identified grant activities to
facilitate timely spenddown of awarded funding.
● Obtain competitive and formula-based grants from federal, state, and local agencies
● Monitor the implementation and expenditure of awarded funds to ensure compliance with
state, local and federal parameters of the secured grant.
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Mr. Jeffrey Bernas
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Figure 1- The Office of Grant Monitoring and Compliance Organization Chart

Each Grant Manager is responsible for weekly tracking of expenditures of each assigned grant.
All expenditures must be necessary and reasonable and aligned to ensure the proper execution of
the grants. The Grant Managers report to the team during weekly team meetings. The Virginia
Department of Education (VDOE) has identified 17 grants via the MOU between the Richmond
School Board and the Virginia Board of Education that are subject to VDOE oversight and
stringent monitoring. Those grants are flagged and given special attention with regard to
monitoring.
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Manager A

Manager B

Manager C

Manager D

Title II, Part A
[Eisenhower]

Title I, Part A

School Improvement
Grants

Title III, Part A

Adult Education Grants

CEIS Grant

Perkins [CTE]

Title IV, Part B
[21stCCLC]

Individualized Student
Alternative Education
Program [ISAEP]

STEM Recruitment &
Retention

Title X, Part A -McKinney
Vento
School Security
Equipment Grant
Exceptional Education
Grant -611
Exceptional Education
Grant - 619
Exceptional Education
Grant - Preschool
Special Education Jail
Program (SOP)

CARES Act Grant/ESSER I
GEERS
ESSERII
Year Round
School/Unfinished
Learning Grant

Title IV, Part F [PDAE]

Title IV, Part A
[Enrichment]

STEM Competition Grant
Middle School Corp
Teachers

Integrated English
Literacy and Civics
Education [ELLCE]

Extended School Year

ESSER III - ARP

Project Graduation

Mentor Teacher Program

CSLFRF - Ventilation
Replacement Improvement

Laura Bush Foundation

Rich. Teacher
Residency/VCU

ARP- Homeless II

ARP Exceptional Ed

Jobs for Virginia Grant
RVA Breathes

VPSA Grants

Special Olympics of VA
(SOVA) Grant

Ath-Life Grant

Praxis Assistance Grant Diversity

Loads of Love Grant

Early Childhood Grants

Hospital Ed (SOP)

Algebra Readiness

EIRI

School to Farm

K12 Innovation Grant
Excellence In CoTeaching
National Board Certified
Teacher Award

Figure 2- Assigned grants monitored by each Manager

The OGMC utilizes the talents of a Grant Writer and a Title I Accountant to ensure that the grant
applications are professional, accurate and address the intended goals of the applicant. They also
assist with monitoring grant implementation and compliance with an emphasis on the Virginia
Department of Education monitoring protocols and expenditure criteria.
The Grant Writer utilizes various search engines to ascertain grants that are aligned with the
division’s strategic plan. Proposals are generated that contain brief descriptions of the grant
opportunities. This information is forwarded to the relevant Chief Officers and related
stakeholders to obtain permission to pursue. The Grant Writer then collaborates with various
offices to generate the document for submission. The Grant Writer and/or the OGMC Director
will secure needed signatures and submit grant applications to the grantor.
The Accountant is assigned the responsibility of managing the fiscal aspect of over 72 Title I
Part A and School Improvement Grants (Carryover and Current) budgets following the
expenditure process in an effort to garner reimbursements from the state. The accountant also
monitors and requests reimbursement on a subset of School Improvement Grants. The
intellectual capital of the accountant is utilized in the building of the Title I applications as it
pertains to creating the salary differential documents, ensuring compliance regarding required
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set-aside expenditures, and adherence to the fiscal nature of the education department’s general
administrative regulations.

•Grant Writer:
•Competitive Grants
•Local Grants/Donations
•Federal Grants (as needed)
[Grant Writer]

[Accountant]

•Assist with the development of grants that evidence alignment with
the School Plans and the Division Strategic Plan
•Submits approved grants to the grantor and provides notification of
award status to all stakeholders
•Assist with the compilation of documents for all VDOE and External
Monitoring/Audits

•Title I Grant Accountant:
•Supports all fiduary aspects of Title I and School Improvement
grants
•Assist with the compilation of documents for all Title I VDOE and
External Monitoring/Audits

Figure 3- Grant Writer and Title I Accountant’s Roles/Responsibilities

The Office Associates are integral components of the Grant Monitoring and Compliance Team.
The processing of documentation to ensure compliance to grant implementation is controlled by
this component of the team. The Office Associates are well versed on procedures as outlined via
the Virginia Department of Education, as communicated via the Office of School Quality, and
the Office of Federal Programs [ESSA]. This team is responsible for ensuring that requisitions
aligned with the parameters of the grants are submitted as purchase orders with the required
information in order to secure reimbursement approval from VDOE. The Office Associates also
have additional responsibilities outlined below:
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•Title I Elementary Schools
•Perform all daily operational duties (i.e. processing leave, onboarding, off
boarding, ordering office supplies)
•School Improvement Grant Documentation Processing
Admin. Office
•Algebra Readiness Documentation Processing
Associate
•Duties as deemed necessary via the Director and Managers A and C

Office
Associate III

Office
Associate III

Office
Associate III

•Title I High Schools Documentation Processing and Division Level Documentation
Processing
•Support Title IIA Documentation Processing
•Support Title IVA and IVB Documentation Processing
•Early Intervention Reading Initiative Documentation Processing
•Duties as deemed necessary via the Director and Managers A and D

•Title I Middle School and Specialty School Documentation Processing
•Support Title III A Documentation Processing
•Duties as deemed necessary via the Director and Manager A

•All Covid Relief Documentation Processing
•Duties as deemed necessary via Director and Manager B

Figure 4- The Roles/Responsibilities of the Office Associates

The Processes and Protocols Associated with Monitoring and Compliance
Monitoring and Tracking:
❖ Meetings/Collaboration
The Office of Grant Monitoring and Compliance (OGMC) team members are required to attend
weekly team meetings to discuss the following areas as they relate to assigned
responsibilities/assignments:
•
•

Status of Grant Funds Selected by the Office of School Quality for Review/Approval
Virginia Department of Education Correspondences including Superintendent Memos
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•
•
•
•
•
•
•
•

Status of Corrective Action Plans
Grant Development Opportunities
Status of Grant Proposals
Time and Effort Reporting
Outstanding Encumbrances/Purchase Orders
Status of Expenditures Associated with each Title I Part A School
Status of Expenditures Associated with Assigned Grants
Status of Expenditures, Amendments and Reimbursements Associated with Assigned
Local, State and Federal Awards

The minutes/notes derived from these meetings are shared with the Executive Director of Budget
and Finance in an effort to promote communication, stronger compliance to regulations and to
foster efficiency of grant funding expenditures. The Executive Director of Budget and Finance
shares pertinent information with the Chief Operating Officer to further assist with monitoring,
compliance, and alignment of expenditures according to Grant Award Notifications (GANs) and
the parameters set forth within individual grants.
Each Grant Manager facilitates meetings with budget holders according to a tiered system. This
system is based on the complexity and status of the assigned grant in question. Grant Managers
schedule weekly meetings for grants that require the greatest attention (Tier 3). These grants are
often Federal Entitlement Grants. These grants also require the Grant Managers to conduct
meaningful consultation with Private Schools. Title I Part A, Title II Part A and Title III Part A
are entitlement grants. School Improvement Grants (SIG) are also considered Tier 3 grants.
Grant monitoring meetings are also scheduled monthly (Tier2) and each semester (Tier 1) for
less intensive grants. On-site technical assistance is provided to all schools and budget holders
regardless of Tier.
To further support the monitoring and tracking efforts of the Office of Grant Monitoring and
Compliance, the finance team provides the “Available Balance per Grant Fiscal Year” Report for
team analysis. This report also includes information pertaining to the VDOE Office of School
Quality (OSQ) selected grants for review/approval. These grants are closely monitored and
considered restricted grants. The report is instrumental in our efforts to support budget holders as
they spend down all grant funding awarded to Richmond Public Schools. The spend-down
reporting schedule begins in April when a concerted effort is placed on grants according to their
expiration [May, June & September]. Targeted support is provided to the grant holders to ensure
alignment and adequate expenditure of funding within the life of the grants.
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“Available
Balance per
Grant Fiscal
Year” Report
[Finance]

Additional
Review of
Restricted Grant
Expenditures

Additional
Strategies
for
Monitoring
& Tracking

Spend Down
Reporting
Schedule that
begins in April
[Grants Expiring
May, June &
September]

Figure 5- Strategies to Support Monitoring and Tracking

Compliance & Regulations:
❖ Time & Effort and Attestation Reporting
The Office of Grant Monitoring and Compliance (OGMC) requires employees funded via
entitlement funding to complete Time and Effort Reporting. This is to ensure that the ratio of
funding from a source other than the LEA is commiserate with the implementation of duties to
attain the goals as outlined within the identified funding source beyond the LEA. Time and
Effort reports are submitted to the OGMC monthly for personnel that is funding via a grant
source and the LEA. The Attestation Form is received by the OGMC each semester for personnel
who are funded 100% via a grant funding source. The Attestation Form declares that 100% of
the work completed by the employee is to support the goals and objectives as outlined within the
awarded grant.
❖ Supplement vs. Supplant
[Reference the Virginia Department of Education’s Spending Handbookhttp://www.doe.virginia.gov/federal_programs/esea/title3/index.shtml]
Funds must add to (supplement) and not replace (supplant) federal, state, and local funds.
Questions to consider ascertain whether entitlement funding can be used without violating the
supplement, not supplant, provisions:

1. What instructional programs and/or services are provided to all students?
•

Funds cannot be used to pay for instructional programs and/or services that are to be
provided to all students (ex. using Title I funding to pay for the program/service for
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Title I schools when the entire division is using the program/service). This would be
an example of supplanting.
2. What services are divisions required to provide by other federal, state, and local laws or
regulations?
•

The Local Education Agency (LEA) must use its funding for services required by
federal, state and local laws/regulations. Entitlement funding is in addition to. If
supplemental funding were exhausted/non-existent, the division would be able to
meet the requirements as delineated by federal, state and local laws/regulations.

3. Was the program/service previously provided with federal, state, and/or local funds?
•

This must be considered when utilizing entitlement funds. Note that this question is
not pertinent to the utilization of Title I Part A funding if the division has a process
for allocating level funding to all schools within the division such that all additional
funding to schools would be supplemental. This is however a question to be
addressed if using Title I Part A to expend the funding set aside for “division”
expenditure.

❖ Stakeholder Engagement
[Referenced the Virginia Department of Education’s Spending Handbookhttp://www.doe.virginia.gov/federal_programs/esea/title3/index.shtml]
LEAs must engage in meaningful consultation with a wide array of stakeholders when designing
their grant programs. They must also engage in continuing consultation with stakeholders to
improve activities and coordinate activities with other activities conducted in the school division.
Continued consultation is necessary in order to monitor the implementation efforts of the
strategies outlined within the grant to ensure that activities are meeting the needs of the students
and align with the parameters of the grant. It is imperative that stakeholders not only include
RPS personnel but also community members and most importantly, the parent.
In carrying out consultations, USED suggests LEAs consider the following activities:
• Conduct outreach to, and solicit input from relevant stakeholders during the design and
development of plans for grant funding to ensure that there is diverse representation of
educators from across LEA, especially those who work in high-need schools and in early
education.
• Be flexible when consulting with stakeholders, especially educators, by holding meetings
or conferences outside the hours of the school day or by using a variety of
communications tools, such as electronic surveys.
• Seek out diverse perspectives within stakeholder groups, when possible, and ensure that
consultation is representative of the LEA as much as possible.
• Make stakeholders aware of past and current uses of grant funds, and research or analysis
of the effectiveness of those uses, if available, as well as research or analysis of proposed
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•

new uses of funds, in order to consider the best uses for schools and districts to support
teacher and school leader development.
Consider the concerns identified during consultation, and revise uses of grant funding
when appropriate.

❖ Scope of Work Documentation
The Office of Grant Monitoring and Compliance requires the submission of a Scope of Work
(SOW) outlining a description of the work to be provided to the division from vendors who are
included in grants during the pre-writing stage of the application. This will allow the division to
explore procurement and VDOE-OSQ ramification prior to the submission of grants for review
and approval. The utilization of the SOW will ensure that the division and the partner have
agreed upon the services to be rendered to the division. This document will make sure that all
stakeholders include Budgeting and Finance, Academic Office, and the Office of Grant
Monitoring and Compliance are working in concert. Please refer to (Appendix B) to review the
Scope of Work template.
❖ Stipend and Payroll Processing
Hourly stipends paid with federal funding should be aligned with the rate of pay as outlined in
the most recently School Board approved RPS Salary Schedule. The Office of Grant Monitoring
and Compliance provides the designated point of contact with budget code and the hourly rate as
identified within the parameters of the Federal grant. The point of contact collaborates with the
Talent Office to ensure all employees slated to receive the stipend are readied for payment when
the point of contact enters the hours worked. The Office of Grant Monitoring and Compliance
will monitor the reduction of funding as employees are compensated to ensure this aspect of the
grant is executed in a timely and allowable manner. The Department of Finance disseminates the
Districtwide Payroll Processing Schedule annually. This document provides the information
needed to determine when stipend information must be submitted to finance for processing and
the date on which the employee should expect compensation.

Expenditure of Restricted Grant Funds
The Memorandum of Understanding (MOU) requires the OSQ staff to review and approve
planned uses and actual expenditures of selected state and federal funds. Approval from OSQ
staff is required before purchase orders or contracts involving selected state and federal funding
can be executed and requests for reimbursements can be made. However, due to progress made
in this area, OSQ has allowed the RPS Chief Of Staff (COS) assume those responsibilities. To
these ends, the Virginia Department of Education –Office of School Quality (OSQ) requires the
RPS COS to pre-approve the following prior to the release of federal funding to support the
initiative.
1. Job Descriptions- Job descriptions must be approved before positions can be posted.
After job descriptions are approved by COS, a Personnel Control Number (PCN) is
assigned to the job description. Upon approval, the position is posted for hiring and the
Office of Grant Monitoring and Compliance is informed of the approval and posting then
federal funding is readied to compensate the new hire once the position is filled.
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2. NEW Instructional Programs The COS must pre-approve instructional programs that will
be utilized within the division. This is imperative for those programs that are to be
supported using restricted federal funding. The approval of the program is communicated
to the programmatic team, the programmatic team then provides the contract to the
procurement office for vetting to ensure compliance with RPS procurement regulations.
Once the contract is approved through procurement, the programmatic designee informs
the Office of Grant Monitoring and Compliance to move forward with the processing of
the purchase order to secure services or materials and eventually pay the vendor.
3. NEW Professional Development- Due to the connection between professional
development, instructional delivery and student achievement, the COS must grant prior
approval to utilize restricted federal funding to support new professional development
requests. The programmatic team provides a detailed description of the technical
assistance. Once the COS communicates approval of the professional development to the
programmatic team, the programmatic team then communicates the status to the OGMC
and the purchase order(s) are generated accordingly. Permission to Attend forms and
justification questions are submitted to the Office of Grant Monitoring and Compliance.
Upon receipt, review and trouble-shooting, the documents are shared with the
programmatic designee for level 1 approval. Next, the OGMC designee provides the level
1 approved documents for Chief Officer level 2 approval signature. The documents are
then returned to the OGMC in order for a purchase order to be fully processed.
Requisitions and Permission to Attend requests, utilizing Federal Funding that have been
selected by the Office of School Quality for review, must be entered into AS400 as Purchase
Orders.
The Virginia Department of Education’s Office of School Quality (VDOE-OSQ) requires that all
Purchase Orders have the following information:
• The Grant Award Number
• The name/names of the attendees/vendors for which the PO has been generated (Who).
• The title of the event, timeframe (start/end); conference and the number of attendees,
participants. Purchase orders for events must contain the number of attendees per the
RSVP along with the vendor information (What).
a. Professional Development – at minimum 4 hours for meal expenditures
b. Parent/Family Engagement Events - 2 hours for meal expenditures; $12.00 limit
per person; to feed students, events should occur outside of school meal hours
• The date (When).
• The location of the event, conference, vendor (Where).
• The justification for the expenditure (Why).
• The alignment of the expenditure with the Division’s Strategic Plan (How).
• The Division-Level Approver and the accompanying approval date
• The Contract and/or RFP number where applicable
The justification document, containing the six required questions, must be completed by the
attendee requesting permission to attend a conference before processing can ensue.
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Requisitions and Permission to Attend documents received by Monday close of business will be
reviewed by the OGMC designees. If all information is present the requisition and permission to
attend documents will be converted into Purchase Orders via AS400 by Friday of the same week.
Once the Purchase Order is approved by the purchasing department, the designated school
personnel is contacted by the Office Associate.

Procument & Property
Management Office
[LEA]

School to Central Office
[LEA]

Manager- Central Office
[LEA]

5. Upon approval of the
PO by Procurement, it is
forwarded to vendor for
processing by
procurement.

1. Reviews and provides
the first level of
Requisition approval

6. Procurement notifies
the OGMC processor of
this status.

2. Secures the needed
signatures

7. The order is
monitored by the Office
Associate until payment
is made to the vendor.

3. Collaborates with
Procurement [+$5,000]
Requisition Received by
the Office of GMC for
Review & Processing

4. Designated Office
Associates convert the
Requisition to a
Purchase Order

8.The Grant Manager
monitors the process
from payment to vendor
to reimbursement
requeset to VDOE (if
applicable).

Figure 6- The Office of Grant Monitoring and Compliance Processing of Requisition Flow- Chart

Documentation Associated with Expenditure of Awards
Grant Award Notification (GAN):
The Chief Operating Officer (COO) and/or the Chief of Staff (COS) forwards all Grant Award
Notifications (GAN) to the Director of the Office of Grant Monitoring and Compliance. The
GAN is an official communication indicating the division has been selected as a grant recipient.
The GAN outlines the parameters of the fiscal award resulting from the grant being awarded to
the division. Once the GAN is received, the OGMC Director notifies the appropriate Manager
who will be responsible for the management of the grant. The Grant Manager then moves
forward with collaborating with Budget and Finance to set up the award within the LEA’s
AS400 system for the tracking of expenditures. The Grant Manager also collaborates with
finance to set up the award in the Online Management of Education Grant Awards (OMEGA)
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system, if applicable, prior to creating the budget in AS400. The Grant Manager contacts the
budget holder to schedule meetings according to the nature of the grant being monitored. All
received GANs are filed in the Office of Grant Monitoring and Compliance.
Permission to Attend Conferences Forms:
Conferences and requests associated with professional development and travel utilizing grant
funding must be received by the Office of Grant Monitoring and Compliance at least 45 days in
advance. If lodging is required, 60 days advance submission is recommended.
1. Upon receipt of the Permission to Attend packets, the Office of Grant Monitoring and
Compliance will review to ensure that the Permission to Attend packet is complete with
all supporting documentation attached.
2. If the packet is complete, then the Office Associate forwards the packet to the assigned
Grant Manager for approval. The Grant Manager serves as the Budget Holder. His/her
task is to confirm alignment of the conference with the federal grant parameters and the
availability of funding, to assign the budget code and to ensure all signatures are present
with the exception of the Cabinet level signature.
3. If the Grant Manager approves the Permission to Attend Form, it is then forwarded to the
Director of the OGMC to secure the designated Leadership Team Member’s (Cabinet)
final signature.
4. The Permission to Attend Form will be forwarded from the Leadership Team Member to
the Office of Grant Monitoring and Compliance. The corresponding Purchase Orders are
generated by the Office Associates.
5. The Purchase Orders are generated via AS400.
6. The Purchase Order is electronically forwarded to the Purchasing Department for
approval and dissemination to the vendor.
Please refer to (Appendix C) for Conference Permission to Attend Protocol.
Parental Engagement & Other Event Requests:
Request for Parental Engagement and other events must be received by the Office of Grant
Management and Compliance at minimum 30 days prior to the scheduled event. This will allow
adequate time to secure approval from VDOE before vendors are secured. The advance receipt
of the request allows the OGMC to make sure the service provider is an approved RPS vendor. If
the service provider is not an RPS vendor, the 30 day window allows time for the OGMC to
adhere to division protocol to establish the provider as an RPS vendor in order for them to
provide the service. Adherence to the 30 day timeframe also allows for the timely processing of
payment by the Finance team immediately following the provision of the service. Please note
the following: Parent/Family Engagement Events - 2 hours for meal expenditures; $8.00
limit per person. Please note: Attendee Sign-in sheets must be submitted to the Office of Grant
Monitoring and Compliance within 5 business days following the event in order that the Title I
Accountant can request reimbursement from VDOE for the expenditures associated with the
event.
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Justification -“New” Personnel, Vendors, and/or Initiatives within Restricted Entitlement
Grants:

The Programmatic team completes the justification document concerning the need for the
procurement of new personnel, vendors and/or initiatives. The Programmatic designee submits
the justification to the Chief Academic Officer or the Chief of Staff for their review and
approval.
If an amendment is needed. The assigned Grant Manager will submit the amendment which will
in turn require approval by the VDOE Federal Programs designee. Once the amendment is
approved, the position may be posted, or the purchase order may be generated accordingly. To
reiterate, once the amendment is approved the purchase order is generated and purchasing
sends the approved PO to the vendor.
Procurement Process
The Office of Grant Monitoring and Compliance adheres to guidelines of the Richmond City
Public School’s Office of Procurement and Property Management procedures. The procurement
process launches immediately upon the requested utilization of a vendor contract over $4,999.99.
Purchase orders over $4,999.99 that require VDOE-OSQ approval must be vetted by VDOEOSQ and then an official purchase order can be keyed for further review via the MOU
approval/denial process. Purchases that are $5,000.00 and above require collaboration with
Procurement which in some cases can exceed 90 days to fully process a request.
The Procurement Process/Purchasing Procedure reference below can be accessed on the
Procurement and Property Management Department on the Richmond Public School’s
Homepage at https://www.rvaschools.net/Page/1476 :
•

Under $5,000 ($4,999 and under)-Awarded directly to vendor - competition where
practicable and Contracted vendors will be used when feasible.

•

$5,000-$9,999- Telephone or Written Quotes to three (3) bidders/offerors (Competition is at
the discretion of the Purchasing staff. Price quotations from minority-owned businesses,
women-owned businesses, or business located in the City of Richmond are encouraged.)

•

$10,000-$49,999- Four unsealed Bids/Proposals - The Purchasing Department is solely
responsible for obtaining quotes on behalf of the departments/schools. Competition must be
sought from a minimum of four valid sources, written or electronically, utilizing an Informal
Invitation for Bid or Informal Request for Proposal. Purchasing staff shall include a
minimum of one vendor located in the City of Richmond or one vendor who is considered to
be a minority-owned or women-owned business, unless circumstances make this impossible.

•

$50,000 above-Mandatory Formal Invitation for Bids/Request for Proposals - When the
estimated sum of an individual purchase or the estimated aggregate or sum of all phases
reaches or exceeds $50,000, competition must be sought, written or electronically, utilizing
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an Invitation for Bid or a Request for Proposal. Purchasing staff shall include a minimum of
one vendor located in the City of Richmond or one vendor who is considered to be a
minority-owned business or women-owned business, unless circumstances make this
impossible. In addition, the solicitation is advertised in the local newspaper.
Furthermore if the Programmatic team selects vendors that must go through procurement,
the Programmatic designee must collaborate with the designated Grant Manager and the
designated Procurement representative in an effort to promote an efficient turnaround
with regard to the vetting process. The Programmatic designee must inform the designated
Grant Manager once the vendor contract has been approved via procurement so that a Purchase
Order can be generated by the Office of Grant Monitoring and Compliance This process must
occur before the vendor is directed to deliver services to RPS.
For this reason, the Office of Grant Monitoring and Compliance is requesting that all vendors
complete the SOW. This will enable all parties to note next steps as it pertains to adherence to
procurement regulations.
The Processes and Protocols Associated with Securing Grant Awards
The Office of Grant Monitoring and Compliance seeks to increase grant resources to enhance
educational and enrichment opportunities for RPS students. The process begins with the
development of a synopsis by the Grant Writer that is submitted to the Chief Officers to ensure
the grant in question is aligned with the objectives of the division’s strategic plan. Upon approval
of the synopsis by the Chief Officer, the writing of the grant commences.
Grants that are approved for pursuit are compiled with input from various stakeholders. The
Grant Manager, the Grant Writer and the designated team members from the Chief Officer(s),
collaborate to move through the pre-writing and post-writing process. The status of the grants are
then communicated to all stakeholders following feedback from the grantor. If the grants are
awarded, the Grant Award Notifications (GAN) are forwarded to all division level stakeholders.
The OGMC works directly with the programmatic team designee(s) and the Budget and Finance
team to set up all budgets associated with the awarded grant prior to implementation.

Richmond City Public Schools’ School Board Policies Relevant to OGMC
POLICY 3-2.1
ANNUAL OPERATING BUDGET
Budget Transfers
The division superintendent’s approval is required for all budget transfers. The School Board
approval is required on any request for budget transfers in excess of $10,000. All budget transfers,
including transfers for less than $10,000, shall be presented to the School Board or a committee
thereof. All budget transfers presented to a committee shall be immediately forwarded to the
School Board.
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LEGAL REFERENCE: Code of Virginia, 1950, as amended, §§ 22.1-78, 22.1-79, 22.1-89 through 22.1-124,
15.2-2500 through 15.2-2513; Virginia Administrative Code, 8 VAC 20-210-10, 8 VAC 20- 521-10, et seq.,
Richmond City Charter, Section 6.14.
Recodified: March 19, 2018

POLICY 3-3.11
NON-LOCALLY FUNDED PROGRAM/COMPETITIVE GRANTS
In order to further the goals and objectives of the school division, the School Board may seek
sources of revenue to supplement the funds provided through local, state and federal
appropriations.
To promote efficiency in developing proposals and making application for specially funded
programs, the division superintendent shall establish administrative procedures for the preparation
of proposals and their review. The division superintendent shall ensure that none of the conditions
of acceptance is in conflict with the policies of the School Board, the objectives of the division, or
state or federal law.
The division superintendent may submit proposals or application for grants prior to approval by
the School Board. No such application or proposal shall be binding on the School Board without
its approval.

LEGAL REFERENCE: Code of Virginia, 1950, as amended, §22.1-78.
Recodified:
March 19, 2018

POLICY 3-3.13
GIFTS, DONATIONS, GRANTS AND BEQUESTS
Oversight and Approval
The division superintendent or his/her designee shall be responsible for seeing that any gifts,
bequeaths, donations, grants, and/or bequests to any individual Richmond Public School or the
School Board shall be properly administered in compliance with Virginia law.

Gifts of money or materials of more than $1,000 in value may be accepted by a school or student
activity only with the written approval of the principal.
Monetary and Substantial Value Gifts
Gifts of money or materials in excess of $1,000 shall be remitted to the Director of Finance.
LEGAL REFERENCE: Code of Virginia, 1950, as amended, §22-1-126.
Recodified:
March 19, 2018
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POLICY 3-3.17
TRAVEL AND EXPENSES
The School Board encourages attendance and participation by school personnel at professional
meetings, conferences and other functions that contribute to professional growth and improvement.
Requests for reimbursement from School Board funds for costs associated with attending such
professional growth opportunities will be honored only for travel approved in advance by the
division superintendent or his/her designee and for which a statement of travel, with supporting
documents, is submitted prior to and at the conclusion of the trip, as appropriate. The division
superintendent or his/her designee shall develop authorization and reimbursement procedures,
criteria and forms.
LEGAL REFERENCE: Code of Virginia, 1950, as amended, §§22.1-67, 22.1-78, 22.1-122,
22.1-253.12:5, 22.1-296.
Recodified:
March 19, 2018

POLICY 3-3.4
PURCHASING

Authority to Sign Contracts
Authority to sign contracts, and contract amendment, for purchases up to $50,000 shall be given
to the manager of purchasing and controls or his/her designee(s). Contracts, and contract
amendments, in excess of $50,000 but less than $250,000 shall be signed by the chief financial
officer/chief operating officer and/or division superintendent or his/her designee.
All contracts, and contract amendments, over $250,000 and/or contracts regarding capital
expenditures, and contract amendments regarding the same regardless of amount, shall be signed
by the division superintendent or his/her designee after the approval of the School Board. For the
purposes of this policy, capital expenditures contracts are defined as contracts to acquire or
upgrade buildings, machinery, equipment or vehicles.

For the purposes of this policy, contract amendments are amendments to the existing contract
which substantially modify the terms and financial obligations thereunder. This section is to be
read in conjunction with any applicable state and federal laws.
Reporting of Contracts to the School Board
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All contracts in excess of $25,000, regardless of type and term, must be reported to the School
Board at the next appropriate meeting in written form in a format agreed upon between the division
superintendent and the School Board. If a contract term is month to month, the contract payment
amount should be annualized to determine if the contract meets the reporting requirements of this
provision. Any contract amendments for previously executed and/or approved contracts shall also
be included on the written report.
LEGAL REFERENCE: Code of Virginia, 1950, as amended, §§ 2.2-4300 et seq., 2.2-4303 (E)
- (H), 2.2-4312, 2.2-4321, 2.2-4352, 2.2-4360, 22.1-296.1.
Recodified:
March 19, 2018

POLICY 4-3.4
RELATIONS WITH FEDERAL PROGRAMS AND AGENCIES
Funds will be actively sought from public and private sources that augment the efforts of
Richmond Public Schools toward the attainment of its goals and objectives. Priority shall be given
to seeking the funds which fulfill identified immediate needs of the student population. Funds
shall be accepted under conditions whereby there are no short or long-range commitments which
cannot be fulfilled by Richmond Public Schools.
All applications for federal projects and major revisions in existing projects shall be presented to
the division superintendent's staff for approval. Upon approval by the funding agency, the project
shall be submitted to the School Board for acceptance.
LEGAL REFERENCE: Code of Virginia, 1950, as amended, § 22.1-78.
Recodified:
April 30, 2018
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Appendix A
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Appendix B
Department of Budget and Financial Planning
Office of Grant Monitoring & Compliance
301 North Ninth Street – 12th Floor
Richmond, Virginia 23219
Telephone: (804) 780-8549
_____________________________________________________________________________________________

Scope of Work
Click here to enter text.

Name of School Division:

Richmond City Public Schools

Name of School & Address: Click here to enter text.
Vendor Name: Click here to enter text.

Vendor Contact Information: Click here to enter text.

Period of Performance: Click here to enter a date. TO

Click here to enter a date.

1.

Tasks/Services to be provided on-site by the Vendor to address the identified needs:
(Please include purpose, Scope, milestones, deliverable, & Schedule)
[Type text]

2.

Total Cost, calculated as follows:
a. Total Price of Vendor for duration of services: $ [Type text]
b. Monthly Invoice Amount: $[Type text]
c. Number of Months Included in the Period of Performance $ [Type text]
d.

Payment Terms [Type text]

*All Materials & supplies must be supplied by Vendor, unless otherwise agreed upon. Agreement must be
in writing.
Availability of Funds: It is understood and agreed that the school division shall be bound hereunder
only to the extent of the funding available, or which may hereafter become available for the purpose
of this agreement.
_________________________/_________________
(Vendor Signature)
(Date)
___________________________________________
(Printed Name)
___________________________________________
(Title)
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Appendix C
RICHMOND PUBLIC SCHOOLS
Request for Permission to Attend Meeting
Name of Employee
Name of School
Place of Meeting

Date
Employee Number
State

Name of Association, Conference, etc.

Yes

Is thi s tra vel funded by a gra nt tha t i s governed by Sta te or Federa l tra vel l i mi ts ?
Da te/s of meeti ng:

No

From:

Thru:

Depa rture Da te:

Ti me:

Sta rt Ti me:

End Ti me:

Return Da te:

Ti me:

TRAVEL
Propos ed mea ns of tra vel
*Attach
:
proof of cost or price quote

*Attach proof of mileage (i.e. MapQuest)
*Attach proof of cost or price quote
*Attach proof of cost or price quote

Estimated Expense:

Ai rpl a ne

0.00

Pers ona l Ca r

0.00

Tra i n

0.00

Bus

0.00

(cab, luggage, etc.) Other Expense

0.00

Total Travel

0.00

LODGING
Name of Hotel:
Address:
Confirmation #:
Check In Da te

Check Out Da te

Government ra te on hotel fees a va i l a bl e? Yes
*Attach proof of cost or price quote for lodging

No

MEALS

DEDUCT ALLOWANCE FOR MEALS INCLUDED IN REGISTRATION

0.00

Total Lodging

$50/Da y ($10 brea kfa s t, $15 l unch, $25 di nner)

Total number of each meals included in event
Brea kfa s t
Lunch
Di nner

Total number of each meals you are requesting
Brea kfa s t
Lunch
Di nner

Total Meals

0.00

Registration Fee

0.00

REGISTRATION

*Attach copy of registration & Travel Justification Form

Registration Confirmation #
Employee Signature
Si gna ture

*(1) APPROVED/DENIED

Date
(Principal or Manager)

For Central Office Use ONLY
Vendor Name

Vendor Number

Fund

Function

Org

RPS
Private School
Program

Object
Travel
Lodging
Meals
Registration
Materials & Supplies

*(2) APPROVED/DENIED

Date
Funding Source /Budget Holder (Manager or Director)

*(3) APPROVED/DENIED

Date
Ca bi net Approva l

*All 3 signatures required prior to travel

Total Expense

0.00

Advance payment request must be submited to Finance on a Departmental Invoice with approved Permission to Attend form and appropriate
supporting documentation attached. The Departmental Invoice must be submitted to Finance fifteen (15) business days prior to the conference.
Requires receipts(s) with the Permission to Attend and also attached to Request for Reimbursement of out of Town Expenses form at
settlement no later than five (5) days after return from trip.
Rev. 6/2019
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Department:
☐ Academic Operations
☐ Curriculum & Instruction
☐ Exceptional Education
☐ Strategic Initiatives & Innovations

☐ Student Supports & Interventions
☐ Career & Technical Education
☐ Early Childhood Education
☐ Teacher & Leader Pathways

Conference Permission to Attend Protocol
Prior Approval Checklist
Please note the required justification question that must be addressed in their entirety before
attendance to a conference is considered. Please use the following checklist indicating that
these questions have been addressed. Please include justification with your Permission To
Attend (PTA) request form. Answering the questions below does not guarantee approval to
attend a conference. All current PTA policies and procedures still apply.
ATTACH THIS CHECKLIST TO YOUR PTA
Submit 1-page description of the conference along with PTA (Back of checklist)
I have included answers to the following questions:
What is the conference, who is providing it and why is it considered a quality
conference?
Who is attending and why?
What is the data that tells you this conference is necessary and how does it align to your
goals?
What specific sessions will be attended?
What are the plans to bring the knowledge back into action once back at school?
What data do you see changing as a result of this?

Signature

Date
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Conference Description:
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