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NON-LOCALLY FUNDED PROGRAMS 

 

 
The purpose of this regulation is to define the procedures and responsibilities for 

applying, accepting, reporting, and accounting for grants and donations.  

A.  Grant Procedures  

1.  Account Managers seeking new Grant funding or extending an existing 
grant must complete the Grants and Awards Internal Approval Form. The Grants and 
Awards Internal Approval Form is a risk management and grant compliance tool that 
keeps all stakeholders informed throughout the grant application process.   

 
2.  Responsibilities: 
 

a. Account Manager: 
  

(i) Initiates the grant-seeking process by submitting the Grants and 
Awards Internal Approval Form and attaching a completed draft 
of the grantor’s required application or extension documents. 

 
(ii) Submits the grant application or extension of an existing grant to 

the appropriate entity upon final approval by the Superintendent 
or designee. 
 

(iii) Monitors the grant and may assign a designee to monitor the 
ongoing operations and requirements of the grant and 
communicate information timely to impacted parties.  

 
b. Stakeholders: The Grants and Awards Internal Approval Form 

identifies LCPS divisions that must review a grant application prior 
to approval. Stakeholders review the application for compliance with 
LCPS policies, regulations, guidelines, and budgetary controls. 
 

c. Approver: Unless the grantor requires School Board approval, the 
Superintendent or designee are the only authorized parties to 
approve submission of a grant application on behalf of LCPS. The 
Cabinet member for the responsible department is an approved 
designee for this purpose.  Approvers should consider the feedback 
of all assigned stakeholders prior to approving the grant application 
for submission. 
 

d. Business and Financial Services: Business and Financial Services 
shall be the financial steward of the program, assisting in all 
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financial aspects of funding, claims, and reporting. The 
dissemination and disbursement of funds will be managed by the 
Loudoun County Treasurer and the Superintendent of Loudoun 
County Public Schools per Policy 4110, Custody and Disbursement 
of Loudoun County Public School Funds.  

3. Grants $5,000 and larger  

a.  Funds received must be sent to the Business and Financial 
Services, Accounting Division for the establishment of appropriate 
accounts, deposit and recording in the LCPS centralized system of 
accounts in the Grant Fund.  

4.  Grants less than $5,000  

a.  Account Managers, excluding School Account Managers, receiving 
grant funding less than $5,000 must forward funds to Business and 
Financial Services, Accounting Division for establishment of 
appropriate accounts, deposit and recording in the LCPS centralized 
system of accounts in the Operating Fund. Expenses must be 
accounted for within the Program’s appropriated funding and are 
subject to budgetary controls. 
 

b.  School Account Managers receiving Grant funding less than $5,000 
must deposit funds in the school’s School Activity Fund bank 
account per established guidelines provided by Business and 
Financial Services. Funding must be recorded with appropriate 
coding in the School Activity Fund system of accounts.  

 
B.  Donation Procedures  

1.  Donations of funds to Schools must be recorded in the School Activity 
Fund system of accounts and coded appropriately.  

2.  Donations of funds received by LCPS departments or programs must be 
sent to the Accounting Division for the establishment of appropriate accounts, deposit, 
and recording in the LCPS centralized system of accounts.  

3.  Donations of property must be reported to the Department of Business  
and Financial Services in accordance with School Board Policy 4210, Inventory and 
Reporting of Loss or Damage. 

4.  All donations of property require Building Administrator approval in 
compliance with School Board Policies, Regulations, and financial procedures.   
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5. Donations shall become the permanent property of the School Division 
and will be inventoried, maintained, and disposed of according to applicable 
regulations.  

6.  Donations identified for a specific purpose, program, or project will 
need to be monitored for adherence to the donation requirements. 
 

7.  A donation acknowledgment must be made at the time of acceptance, 
Documentation must be kept on file at the receiving location, and not include a monetary 
value.  

 
C.  Monetary Proffer Procedures  
 

1.  Monetary proffers received by LCPS departments or programs must be 
sent to the Accounting Division for the establishment of appropriate accounts, deposit, 
and recording in the LCPS centralized system of accounts.  

 
2.  All monetary proffers require School Board approval in compliance 

with School Board Policies, Regulations, and financial procedures.  
 
3.  Monetary proffers identified for a specific purpose, program, or project 

will need to be monitored for adherence to the donation requirements. 
 
4.  A monetary proffer acknowledgment must be made to the identified 

locality, as necessary, at the time of acceptance.  

Issued: 9/9/19  
Revised: 6/10/24 
 
____________________________________________________________________________________
____________________________________________________________________________________ 

 
 
Legal Ref.: Code of Virginia, 1950, as amended, §§, 22.1-78 , 22.1-79 , 22.1-
88   
 
Cross Refs: Policy 4210 Inventory and Reporting of Loss or Damage, Policy 
4120 Management of Funds, Policy 4110 Custody and Disbursement of 
Loudoun County Public School Funds  
 
 

https://law.lis.virginia.gov/vacode/title22.1/chapter7/section22.1-78/
https://law.lis.virginia.gov/vacode/title22.1/chapter7/section22.1-79/
https://law.lis.virginia.gov/vacode/title22.1/chapter8/section22.1-88/
https://law.lis.virginia.gov/vacode/title22.1/chapter8/section22.1-88/
https://go.boarddocs.com/vsba/loudoun/Board.nsf/goto?open&id=AQBSBS71BFBC
https://go.boarddocs.com/vsba/loudoun/Board.nsf/goto?open&id=A3RRQ56831A8
https://go.boarddocs.com/vsba/loudoun/Board.nsf/goto?open&id=A3RRQ56831A8
https://go.boarddocs.com/vsba/loudoun/Board.nsf/goto?open&id=CDAJXA4F467F
https://go.boarddocs.com/vsba/loudoun/Board.nsf/goto?open&id=CDAJXA4F467F

