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Contact the Grant Development Office with questions:   kleinro@tulsaschool.org, 918-746-6830 

A specific need is 
identified for a program, 

school, or classroom. 

A grant is identified to meet the 
specified need (via TPS Grant 

Opportunities or grant 
announcements). 

All relevant stakeholders are notified and 
approve participation (e.g., school 

principals, ILDs, Deputy Superintendent, 
program directors, etc.). 

Grant application is written 
and completed. 

If the grant is for an entity larger than a classroom or if 
it requires the Superintendent’s signature, secure 

approval from the Grant Development Office more 
than two weeks prior to the deadline. 

Submit a copy of the completed 
grant application and signed original 

of the Grant Application Approval 
Form to the Grant Development 

Office. 

Send sufficient copies of the application 
for District signatures, if required.  Allow 

at least two weeks for the 
Superintendent’s signature. 

Submit the completed application to the grantor upon approval 
from the Grant Development Office.  Be sure that the Grant 

Development Office has a copy of the final application. 

Upon receipt of the grant award 
notification, submit a copy of all 

award letters, grant rules, 
budgets, and other information 

to the Grant Development Office.  

If the grant funds are pre-
paid, submit all checks to the 
Grant Development Office.  

If goods or services are donated, 
submit documentation of receipt 
to the Grant Development Office. 

Grant implementation begins when the Grant Development Office has all 
required documentation assembled in the Grant Master File, a Project 

Account has been created, and a Budget Analyst has been assigned who 
notifies the Project Manager they may begin the purchasing process.  

A Grant Start Up meeting may be required for larger grants. 

If a contract, grant agreement, or MOU (Memorandum of Understanding) is 
required, submit the original to the school principal or department director 

for submission to the Board Agenda for approval.* 
  Send a copy to the Grant Development Office.  

 
*The Board President is the only person legally authorized to sign contracts, 

agreements, or MOUs.  Board Approval requires 6-8 weeks. 

The Project Manager is responsible for ensuring compliance with all federal, 
state, and local regulations; appropriate communication with the Budget 

Analyst and grantor; submission of all documentation to the Grant 
Development Office; all required reporting to the grantor; and a thank you 

note to private or foundational funders. 

Submit a copy of the Board approved and 
signed contract, agreement, or MOU to the 

Grant Development Office.  

The Budget Analyst will ensure that all financial records are 
maintained according to federal, state, and local regulations. 
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