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AGENDA

1. Project Timeline

2. Basics for Grant Writing

3. Procurement Timeline

4. How to apply

5. Submitting the application



STAGE 01

READ application 
thoroughly.

STAGE 02

Set Goals & 
Objectives

Determine which 

Schools need new 

equipment

Focus Area(s)

Justification

STAGE 03

Determine 
equipment needed 
Procurement 
Timeline Budget

STAGE 04

SUBMIT GRANT:
DUE by 
NOVEMBER 1, 2021
Note method of 
submission: 
email to 
cnpnslp@alsde.edu

PROJECT TIMELINE – Set calendar dates for each stage of grant.



BASICS FOR 
GRANT 
WRITING:

Read and understand the purpose of the grant.

Analyze and Assess your need for the grant.

Determine areas of focus, potential impact and 

justification.



BASICS FOR 
GRANT WRITING

Read and Understand the 
Purpose of the Grant
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BASICS FOR 
GRANT WRITING
Read and Understand the Purpose of the Grant
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• INFORMATION

• ELIGIBILITY

• FUNDING & REPORTING

• DEFINITION OF EQUIPMENT

• FOCUS OF THE GRANT



BASICS FOR 
GRANT WRITING

Read and Understand the 
Purpose of the Grant
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Evaluation and Selection 
Procedure

Schools who have not 

previously received a 

grant score

10 bonus points



BASICS FOR 
GRANT WRITING

Read and Understand the 
Purpose of the Grant
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GOVERNMENT WIDE REGULATIONS 

FOR GRANT RECIPIENTS

GUIDANCE FOR COST PRINCIPLES

USDA REGULATIONS



BASICS FOR 
GRANT WRITING

Read and Understand the 
Purpose of the Grant
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CIVIL RIGHTS COMPLIANCE WITH GRANTS

NONDISCRIMINATION STATEMENT



BASICS FOR GRANT 
WRITING

Read and Understand the Purpose 
of the Grant
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INTANGIBLE PROPERTY

FEDERALLY OWNED AND EXEMPT PROPERTY

RECORD RETENTION



BASICS FOR 
GRANT WRITING

Read and Understand the Purpose 
of the Grant
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PROCUREMENT STANDARDS



BASICS FOR GRANT WRITING 

Is there a need for the grant?



BASICS FOR 
GRANT WRITING 

Determine: 
Focus Area(s) 
Potential Impact 
and 
Justification



4 FOCUS AREAS OF THE GRANT

FOCUS 1: Age of food service equipment or lack of appropriate items to 
expand non-traditional meal service models. 

FOCUS 2: Lack of existing State and local funding for equipment purchases to 
improve energy efficiency in the cafeteria. 

FOCUS 3: Equipment that better utilizes cafeteria space and offers strategies for 
adopting lunchroom changes that provide more convenience and appeal to 
the students. 

FOCUS 4: Equipment that will provide opportunities to achieve significant 
impacts on nutrition and quality of meals, including serving more fruits and 
vegetables with an emphasis on increasing access to locally grown Farm to 
School products



PROCUREMENT TIMELINE

DETERMINE SPECIFICATIONS: 

• Micro Purchase, Small Purchase, Request for 

Proposal, Invitation for Bid 

• SUBMIT FIXED ASSET EQUIPMENT PURCHASE REQUEST 

FORM (If applicable) 

• AWARD VENDOR 

• ORDER EQUIPMENT 

• INSTALL EQUIPMENT 

• PAY INVOICE 

• SUBMIT REIMBURSEMENT FORM TO ALSDE 

• by June 30, 2022



EQUIPMENT SPECIFICATIONS

EXAMPLE for grant application – type of equipment is required – DOUBLE STACK CONVECTION OVEN

Suggestions for your written specifications:

• If you have preferred equipment. include (Or approved equal) on the specifications.

• Determine if you need Propane or Natural Gas, The amount of energy needed (i.e., 45,000 BTUs)

• Dimensions – make sure it will fit in the door.

• Electrical voltage - make sure wiring is up to date and building can handle additional voltage.

Best Practice: Schedule a pre-bid conference and invite vendors via email, and website or public notice to 
attend, invite maintenance dept. and electricians if necessary.



SELECT 
PURCHASE 
PROCEDURES



IS EQUIPMENT 
PRE-APPROVED?

IS FIXED ASSET 

EQUIPMENT PURCHASE 

REQUEST NEEDED?

OR



PROCUREMENT 
TIMELINE Continued

• Award Vendor

• Order Equipment

• Install Equipment

• Pay Invoice

• Submit Reimbursement form 

to ALSDE

• Deadline is June 30, 2022



HOW TO APPLY
APPLICATION CHECKLIST

COVER PAGE

SECTION 1

SECTION 2 FOR EACH SITE



FILLING OUT THE APPLICATION

• Save the file on your desktop 

• To open it right click the file name and scroll 
down to open it with Adobe Acrobat Reader DC 

• Click on Fill and Sign

• Insert electronic signature if you have it saved on 
file or insert an image of the signature.

• Hover over each field to input information.



COVER PAGE
COMPLETE, CERTIFY AND SIGN



SECTION 1
SFA BUDGET 
SUMMARY

COMPLETE SECTION 1 FOR EACH PIECE OF 

EQUIPMENT REQUESTED



SECTION 2
SCHOOL SITE APPLICATION

• COMPLETE SECTION 2 FOR EACH PIECE 

OF EQUIPMENT REQUESTED

• INCLUDE UNIT COST FOR EACH SECTION

• N/A IF NO COST ASSOCIATED

• PAGE 2 IS FOCUS AND JUSTIFICATION

• F/R % FOR OCTOBER 1, 2021,OR MARCH 

1, 2020 (note which month on application)



SECTION 2 PAGE 2
SCHOOL SITE APPLICATION

FOCUS AND JUSTIFICATION 

THIS IS YOUR TIME TO SHINE

EXPLAIN HOW EQUIPMENT WILL MEET THE 

SELECTED FOCUS AREA(S)



SECTION 2 PAGE 2
SCHOOL SITE 
APPLICATION

• FOCUS AND 

JUSTIFICATION 



• Check to make sure all information is 

included, edited and signed.

Submitting the Grant

• Submit application packet ON TIME.

• Save and secure document as 

pdf

• Track your email - Request a Read 

and a Delivery Receipt



USDA 
Nondiscrimination 
Statement

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights 

regulations and policies, the USDA, its Agencies, offices, and employees, and institutions participating 

in or administering USDA programs are prohibited from discriminating based on race, color, national 

origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity 

conducted or funded by USDA.  

Persons with disabilities who require alternative means of communication for program information (e.g., 

Braille, large print, audiotape, American Sign Language, etc.), should contact the Agency (State or 

local) where they applied for benefits.  Individuals who are deaf, hard of hearing or have speech 

disabilities may contact USDA through the Federal Relay Service at (800) 877-8339.  Additionally, 

program information may be made available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint 

Form, (AD-3027) found online at: https://www.usda.gov/oascr/how-to-file-a-program-discrimination-

complaint, and at any USDA office, or write a letter addressed to USDA and provide in the letter all of 

the information requested in the form. To request a copy of the complaint form, call (866) 632-9992. 

Submit your completed form or letter to USDA by: 

(1) mail: U.S. Department of Agriculture 

Office of the Assistant Secretary for Civil Rights 

1400 Independence Avenue, SW

Washington, D.C. 20250-9410; 

(2) fax: (202) 690-7442; or 

(3) email: program.intake@usda.gov.

This institution is an equal opportunity provider.

http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
https://www.usda.gov/oascr/how-to-file-a-program-discrimination-complaint

