LONGMEADOW EDUCATIONAL EXCELLENCE FOUNDATION (LEEF)

INSTRUCTIONS FOR GRANT RECIPIENTS


Congratulations on being awarded a grant from LEEF.  There is only one way to have funds disbursed for your grant activities.  A Grant Disbursement Form must be submitted to Karen Garstka in the business office at the School Department.  You should contact her at 565-4200, ext. 4022 (or by e-mail at kgarstka@longmeadow.k12.ma.us) if you have questions about the exact procedure to follow.  In the unlikely event that actual cost of your grant exceeds the approved amount, all overages must be approved by the LEEF Executive Board, and may not be granted.  Please do not pay out of pocket or ask your school secretary for a check.   The following procedures must be followed for disbursement of your grant. 
School Department Requisition

1) You must complete the Grant Disbursement Form, specifying the exact amount of money requested (including shipping, handling and taxes) and the services/equipment/supplies for which it is to be used.  For technology grants, please forward the form to Kevin Warenda in the district technology office.  For non-technology grants this form must be forwarded to Karen Garstka in the business office through inter-office mail. When the request has been received, Karen will forward it to the LEEF Shepherding Committee chairperson.  A copy of the Disbursement Form is available on the LEEF web site (www.goleef.org).

2) After verifying that the type and amount of the expenditure match your grant as approved, the Shepherding Committee chairperson will approve the form via email.  Karen Garstka will then notify you by e-mail that she has received approval.

3) Once you receive notification from Karen Garstka, you should process your requisition electronically in your school office utilizing the guidance of the school secretary. If you have been awarded a technology grant the requisition will be processed by the district technology office. All equipment will also be received by the technology office, tagged and delivered to the individual school.
4) The requisition is converted to a purchase order by the town accounting system and both the school department bookkeeping office and the individual school office will receive copies electronically.  No requisition will be processed without prior approval from Karen Garstka. 

5) If at any time you receive an invoice for goods or services, this should be forwarded to the accounting office.
Mid-Year and Year-End Assessment Report

1) Grant recipients are required to complete a mid-year assessment by February 10th and an end-of-year assessment by June 1st. All forms and instructions as well information as to where to send your reports are on the LEEF website (www.goleef.org).  

Completion of these assessments is a condition for grant approval and a prerequisite for future grant approval.
