Post Award Assistance

The Donna ISD Grants Department wishes to inform you of the following grant procedures to
ensure the accountability and compliance of our district’s competitive grant awards.

Budget Management

Upon receiving an award check, kindly refrain from having your secretary deposit it into
your local budget. Instead, promptly reach out to the Grants Department for guidance on
next steps.

Upon being awarded a grant for your campus/department, you will receive a separate
budget distinct from your local one. Depending on the grant award, a Grant Orientation
Meeting will be scheduled before spending is authorized.

All grant funding must be utilized within the specified grant period. Unspent grant funds
may convey that the entire award was unnecessary and could potentially impede future
funding for the district.

All costs associated with grant funds must be deemed "necessary,
"allowable."

Regularly monitor your grant budget to ensure stringent grant compliance. A designated
grant manager will be tasked with managing and implementing the awarded grant.

reasonable," and

Project Implementation and Operation

Adbhere strictly to the start and end dates outlined in the grant award, as well as other
terms and conditions listed in your grant agreement.

Upon receipt of a grant award notice, review the grant to ascertain if reporting is
obligatory. If so, meeting the reporting deadline(s) is imperative. Failure to do so can
jeopardize future funding.

Utilization of grant funds must align with district policies and procedures. In cases of
conflict between district and state/federal guidelines, the stricter guidelines must be
followed.

Maintain open communication with the Grants Department to apprise us of any updates
or amendments concerning your project.

Ensure that all grant changes or approvals are documented in writing (via email or hard
copy) from the funder.



Project Tracking and Data Collection

Thorough documentation of grant projects is essential. As a best practice, organize all
grant-related files in one location. This may encompass student data required by the
grant, invoices or receipts for grant purchases, student sign-in sheets (if applicable) for
attendance documentation, and pre and post-surveys or evaluation data regarding the
project's outcomes.

Adhere to FERPA (Federal Educational Rights and Privacy Act) guidelines, especially
regarding the storage of student files and emailing student data.

Maintain clear and legible documentation and implement robust internal systems for data
tracking. Electronic filing is permissible, and encouraged.

Keep records of all non-consumable items purchased with grant funds, including
barcoding items as necessary.

Retain all receipts and expenditures for a minimum of five years following the
submission of the final grant report.

Funder Acknowledgement

It is advisable to acknowledge the funder and explain how this opportunity will benefit
your students.

The Grants Department suggests featuring this grant award on your school's website and
providing our department with images for posting on the Grants Department webpage.
Consider sending an official thank-you letter or email to the funder. Additionally,
encouraging students to write handwritten thank-you notes or sending photos of students
benefiting from the funding is recommended. If sending pictures of students, ensure that
all students in the photos have a Media Release form on file.

For any inquiries regarding the aforementioned procedures or for additional post-award grant
assistance from the Grants Department, please contact Dr. Castro, Director of Grants, at
rucastro@donnaisd.net or (956) 461-4235.



