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DRAFT SEF Grant Committee Spring 2020 Timeline
	DATE
	ACTUAL DATES PER YEAR
(2018-2019)
	PURPOSE
	RATIONALE

	JANUARY

	Second Tuesday in January
	January 14, 2020
	Chair shares Spring Grant Applications deadline with Executive Committee and Grant Committee

	Reminder of calendar. Applicants have more than 3 months to apply. (Dec. email to educators provides deadline)

	Second Tuesday in January

	January 14, 2020
	Chair reviews Grant Award Policy guidelines and confirms Committee membership.

	Set in place Grant Committee guidelines and membership list


	After January meeting
	January 14-17, 2020
	Chair sets Grant Committee meeting
	Establish a set date in advance for purpose of planning

	FEBRUARY

	Second Tuesday in February
	February 11, 2020
	Executive Committee establishes a BUDGET for Spring Grant Period 
	Set in place Spring grants period budget allowing for Executive Committee members to determine available funds.  


	Second Tuesday in February
	February 11, 2020
	Chair abides by DEADLINE for Grant Applications March 20, 2020
April 20, 2020
	Grant Award Policy requires deadline to be 6 weeks prior to Grant Awards vote. 

	MARCH/APRIL

	 (Revised to) Third and fourth weeks of March—see rationale
April
	* Vacation may affect timeline:
April 10-17, 2020

	Chairs blinds grants and emails them to committee members April 1, 2020
May 1, 2020
	Time (10 days) needed by chair after grant application deadline for processing applications


	Second Tuesday April
May
	April 7, 2020
May 12, 2020


	Number of applications submitted and approximate dollar amounts are reported to Executive Board
	Secure funding from Executive Committee

	First two weeks in April May
	April 1-19, 2020
May 1-17, 2020
	Committee members read/score grants

	Time to read and review using scoring rubric prior to Grant Committee meeting. (Adjusted so that people going on vacation do not have to read grants week before vacation or during vacation.)
 

	Third week in April
May

	April 20, 22, 23, 24, 2020 Preferably 4/20
May 18, 2020
	Committee meets to discuss grants 
	Provide sufficient time for next steps in process


	Third/fourth week April May
	April 21- May 2, 2020 

May 19-30, 2020
	Chair follows up as necessary with grant applicants

	Time to meet and/or follow up with applicants to make needed revisions, additions, etc.


	MAY

	Ten (10) days prior to May June meeting
	May 2, 2020
May 30, 2020
	Chair emails approved, blinded grants to Executive Committee prior to meeting with request for clarifying questions to grant chair no later than Friday prior to meeting (May 10) (June 5, 2020)
Chair emails grants to all SEF Committee members
	Time (10 days) for Executive Committee to read grants and email clarifying questions to Chair
SEF members who are not EC members or Grant Committee members requested to receive copies of the grant so they are knowledgeable during the discussion at the SEF meeting on the second Tuesday in May.

	Second Tuesday in May   June
	May 12, 2020 
June 9, 2020
	Slate of committee approved grants presented by Chair for Executive Committee. VOTE. After vote, Chair emails Grant Committee about final decision. Remind TREASURER that s/he will receive information from the Grant Committee chair to submit to accounts payable manager within a week.

	Vote prior to June meeting agenda-needed for planning  

	Second Tuesday in May June 
	May 14, 2020 June 9, 2020
	Committee Chair shares information with Marketing Committee Chair: prepare communications (press release, website, email-blast, etc.)

	Marketing Opportunity

	 No later than second Tuesday in May June
	May 14, 2020   
 June 9, 2020
	Plan type of communication to send to educators in June (See second Tuesday in December). Determine Fall Grant deadline for June communication

	Afford sufficient time to consult with superintendent, plan and draft a communication to inform SPS staff of next grant application deadline

	No later than the third week in May June
	May 18-22, 2020
June 15-19, 2020
	(1) Notify awardees of Grant Committee decision using SEF letterhead and appropriate letter format (awarded, denied or resubmit); (2) EMAIL Awardees a Project Evaluation Form, a request to provide receipts/invoices, and a save- the-date for invitation to December RECOGNITION Meeting; date dependent upon grant project timeframe. (3)  Notify applicants whose grants were not approved and provide them rationale for denial. (4) Within a week of the vote, provide the TREASURER with the name of the grant, school, applicant, and grant amount awarded. (5) Treasurer issues check to the SPS Accounts Receivable Manager with the above information.

	Marketing opportunity
Professional efforts in communicating with all grant applicants

	No later than third week in May June
	May 18-22, 2020
June 15-19, 2020
	Grant Chair emails reminder notice  for return of completed Project Evaluation Forms with  receipts/ and invoices to last year’s awardees 

	Assessment of individual grants

	JUNE

	By second Tuesday in June
	June 9, 2020
	Chair in coordination with superintendent notifies educators of Fall grant deadline with attached application. Use appropriate letter (Grant awarded, Grant denied, Grant resubmit). 

	Outreach to educators with support of Superintendent (ex-officio SEF member) to promote grant submission; educators have opportunity to complete Grant Application during summer break and more than 3 months to apply


	SEPTEMBER

	By second Tuesday of September
	September 8, 2020
	Treasurer will contact SPS Accounts Receivable Manager in an effort to compile an Unspent Grant Funding Report (e.g., grant name, grantee name, date of award, school, amount of remaining funds); share with the Executive Board; Grant Committee chair will reach out to grantees regarding status of unspent funding so to reconcile in Oct meeting
	SPS Fiscal year comes to end; allows sufficient time for treasurer to work with Account Receivable Manager
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