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Purpose: MIS#538 is required to be completed and attached to the funding opportunity (FO) application and 
announcement. This form summarizes information about the FO and provides a central document to record 
authorizations and approvals. 

Instructions: The form is in fillable PDF format, meaning you can type in all information using the standard 
Adobe Acrobat Reader application. Below is a field-by-field description of the items needed. A red box will 
surround all required items. Note that some fields will be required based on answers to other questions. Once 
completed, submit the MIS#538, FO application, FO announcement, and other supporting documents (quotes, 
carts, proposals, approvals, etc.) 

Support: Don’t hesitate to contact the Grants Office (GO) if you have any questions or need further assistance. 

Field Descriptions: The circled numbers correspond to the fields on the attached sample MIS#538. 

 

B Enter the official name of the FO as listed in the FO announcement. 

C 

Check the type of FO. 
 Non-Competitive: This type of FO is for an entitlement 
 Competitive: The funder will judge the application and may or may not award the funds. 
 Amendment: Check this option if this is a change to a previously awarded FO. 
 Other: Check this option if the FO does not fall into one of the three options above, and provide 

a description. For instance, if a local business offers a donation, this option is checked, and 
“Donation” is the description. 

D Enter the amount of the FO. 

E FO greater than $5,000 requires Board approval. Please check this box if applicable. 

F Select the District strategic mission this FO addresses. Multiple selections are allowed. 

G Provide the name of the department or school utilizing the funds. 

H Provide at least one department or school contact. Listing a secondary contact is recommended. 

I 
Provide at least one department or school contact responsible for FO reporting or monitoring. Listing a 
secondary contact is recommended. 

J 
Provide the purpose of the FO. You can find this information in the invitation or other documents the 
funder provides. This field has a 250-character or 2-line limit, so be succinct. 

K 
Briefly summarize the use of the funds that will meet the FO's purpose. This field has a 900-character or 
7-line limit. 
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L 

Provide a breakdown of the budget: 
 Federal Funds: These grants administered by a Federal agency with funds provided by the 

Federal govenrment. 
 State Funds: These are grants administered by a State agency that uses either Federal (ie Title I, 

Part A) or State funds. 
 Matching Funds: Some FOs require a match in funds; list the amount here, if needed. 
 In-Kind Contributions: Some FOs require an in-kind contribution, such as labor. List the amount 

needed. 
 Other Funds: These funds do not meet one of the alternatives. Describe in the space provided. 

For example, donations would be under “other funds,” and the description would be 
“DONATION.” 

 For Matching and In-Kind, list the source of those funds in the space provided. 

M 
If the budget lists a new position or a change in position, check the “Yes” option, which will require a 
review by the Chief of Staff. Note that the department or school contact is responsible for submitting 
an MIS#545 to Position Control upon receiving an award. 

N 
Check this box to confirm that the budget includes the computer and technology maintenance costs for 
the new or changed position, if applicable. 

O If the FO is competitive, list the position’s funding source once the FO has ended. 

P 
Check “Yes” if the FO will impact instructional/non-instructional wages, hours, or working conditions. If 
yes, the Employee Relations Director or designee must review and approve it before submission. 

Q 
If the budget includes print/digital instructional materials not on the District’s “approved list” (OTIS & 
IASC), a pre-approval must be sought and attached to this form. 

R 
APPROVALS: The department director or school principal must approve it before submitting it for 
routing. Once submitted, the Grants Office, Finance, and a Deputy Superintendent or Chief of Staff must 
approve it. Board approval may also be required. 

S 
If this submission is an amendment to an FO Opportunity and the total funding amount has changed, 
check “YES” and answer items 19, 20, and 21. Otherwise, check “NO” and move on to field #21. 

T Enter the original amount of the funding opportunity. 

U 
Enter the amount of the amendment change. For instance, if the original funding amount is $100,000 
and an additional $25,000 is being added, then enter $25,000. The next box will automatically add the 
numbers to reveal the new total amount of the funding opportunity. 

V 
Regardless of whether the funding opportunity amount changes, please provide details on the changes 
from the original application reflected in this amendment. 

W 
If the application is a renewal of a competitive or non-competitive FO, answer “YES,” and provide the 
budget questions under 1 and 2. 
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X 
For the prior year, provide the total initial budget (Total Budget) and any roll-forward funds received 
(Roll Forward). 

Y 
For the new application this year, provide the total initial budget (Total Budget) and any anticipated roll-
forward funds (Anticipated Roll Forward). 

Z 
If any activities from the prior year need to be discontinued with the renewal application, check “Yes” 
and provide, in the space allotted, information on how those changes will affect activities, projects, 
staffing, etc., and the reasons for discontinuation. 

8 
If any new activities are to be added to the renewal application, check “Yes” and provide, in the space 
allotted, information on those new activities, projects, staffing, etc., and how they will align with the 
District’s mission and initiatives. 
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