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Acceptance of Grants, Gifts and Donations

Improvements to the System

 The changes to Board Rule 5-29 and 
Board Policy shortened the acceptance 
process timeline and provided a 
searchable database.  

• Effective November 1, 2004, the CFO’s office 
processes requests for acceptance as they 
are received.

• The acceptance process eliminated the 
preparation of Board Reports by recipients.

• The status of each request may be 
monitored in Oracle from notice of award to 
budgeting of funds.
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Acceptance of Grants, Gifts and Donations

Improvements to the System

 All Grants, Gifts and 
Donations are accepted 
through a single process 
that does not differentiate 
between school-based and 
systemwide grants.

 Schools/units are able to 
view and sort the list of 
grants, gifts and donations 
entered.
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Acceptance of Grants, Gifts and Donations

Grant Acceptance Responsibilities
of the Chief Financial Officer

The CFO:

 Accepts all Grants, Gifts and Donations 
on behalf of the Board;

 Prepares monthly informational reports 
for the Board for Grants, Gifts and 
Donations;

 Prepares a monthly informational report 
for the Board for refunds over $5,000 
including the reason for under-spending.
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Acceptance of Grants, Gifts and Donations

Board Policy (Board Report 04-1027-PO1)

 Board Policy  (Section 403.3)

 Identifies the responsibilities in the 
acceptance process for grant 
administrators, Finance, Budget,and 
External Resources.
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Acceptance of Grants, Gifts and Donations

Caveats

 Implementation must still follow 
federal, state, funding agency and 
CPS guidelines.

 Failure to follow the new 
procedures will be a violation of 
board policy and rules, and could 
result in not being able to access 
funds.
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Acceptance of Grants, Gifts and Donations

Grants, Gifts and Donations  
Application Advantages

 Uses an Enterprise Financial System 

(Oracle) application

 Short acceptance timeline:  

Grants, Gifts or Donations may be accepted  

after a review by the CFO.

 Permits view of status after request for acceptance 

is entered

 Provides confirmation of CFO acceptance by 

e-mail to requestor, Budget and External Resources 

 Provides notification to requestor when the agency-
approved budget is loaded.
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Acceptance of Grants, Gifts and Donations

Overview of the Application Process

 When a unit receives notice of a grant, gift or 
donation … 

 Sign on to the system via the Icon on the principal’s 
computer desktop or yours if you have been given 
access.

 Enter the basic information about the grant, gift or 
donation.

 Upload any required documents with your request, 
or fax them to Grants Acceptance at 773-553-2701. 
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…the new Enterprise Financial Systems  

Acceptance of Grants, Gifts and Donations

Overview of the Application Process

On this screen
Choose    
Grant/Gift/Donation 
Form


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Acceptance of Grants, Gifts and Donations

Overview of the Application Process

The Grant Acceptance Form
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Acceptance of Grants, Gifts and Donations

Overview of the Application Process



To complete request 
Click on yes or no, Save
Submit Request
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Acceptance of Grants, Gifts and Donations

Overview of the Application Process

The Grant Acceptance Form after Approval
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Acceptance of Grants, Gifts and Donations

Overview of the Process (continued)  

 An e-mail is automatically sent with a 
Request Number to acknowledge the entry.  
Please use the Request Number on all 
communication.

 CFO reviews all required documents and 
then accepts or rejects the request.

 Another e-mail is automatically sent to the 
requestor at the time the grant, gift or 
donation is accepted. 
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Acceptance of Grants, Gifts and Donations

Overview of the Process (continued)

 The automatic e-mail delivery is also sent to Budget 
and External Resources when the CFO enters the 
status of Acceptance in the system.

 The receiving unit should then confirm that OMB has 
an agency-approved budget and has enough 
information about activities in order to correctly load 
the funds.

 A third automatic e-mail is sent to the requestor, 
Finance and External Resources when Budget enters 
that the lines have been budgeted. The receiving unit 
then reviews their budget lines that have 
been loaded and begins implementation.
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Acceptance of Grants, Gifts and Donations

Monitoring the Process

 Monitoring the 
system  

 Status of requests 

 Form Search

 Action History
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Acceptance of Grants, Gifts and Donations

Monitoring the Process (continued)

Example of Reject status messages via e-mail
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Acceptance of Grants, Gifts and Donations

Monitoring the Process (continued)

The Form Search
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Acceptance of Grants, Gifts and Donations

Monitoring the Process (continued)

The Action History
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Acceptance of Grants, Gifts and Donations

School-based Grants

 All government grants must be placed in 
the school budget lines.

 Non-governmental grants that may be 
placed in Internal Accounts

 Enter an acceptance request on the system

 Follow internal accounts guidelines

 Fund 124 - Follow the guidelines established by 
Division of Revenue for non-governmental 
grants that will be used to pay for salary, 
benefits, consultants.
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Acceptance of Grants, Gifts and Donations

Examples … or not!

Which of these are gifts or 
donations?

 Fundraisers 

 Artwork

 Pro Bono work

 Computers 

 Bequest from Estates

 Motivational Prizes 
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Acceptance of Grants, Gifts and Donations

Resources

Division of Revenue

Patricia Jennings-Gary 773 553-2395

Martin Medina               773 553-5561

125 S. Clark, 14th floor  MR 125

 Fax:  773-553-2701, Attn.: Grants Acceptance

 Tutorial: Click on the UPK button on the upper 
right corner of the Oracle Grants, Gifts and 
Donations Application Form


