La Costa Canyon High School Foundation
MAC Boosters Mini-Grant Procedure and Forms

Definitions (in alphabetical order):
Mini-Grants:  Grants with a maximum value of $250 per requester to support consumables requested by faculty and departments.  These are available through the Maverick Academic Boosters (MAC) and are separate from the LCC Foundation Grant Procedure.  Mini-grants are intended to support students’ academic education by granting requests for consumable materials.  Mini-grants do not include funding for staff development, travel, substitute teachers, fees, training, meetings or clubs.  One grant of an item or items totaling up to $250.00 is allowed per teacher.   If an item is purchased at a lower price, the grant is considered complete.  Grants with special circumstances may be submitted to MAC Boosters for review.
Foundation Grants:  Money granted by the LCC Foundation to be used by the faculty, students, teams, etc. to enhance the educational environment at LCC.   Unlike mini-grants, Foundation Grants may be in amounts over $250.00.  The goal is to provide curriculum-based funding support to align with the Foundation mission. These funds support a wide variety of needs including, but not limited to, the following:

· Visual and performing arts scholarships, instruments, licenses, equipment, etc.

· Classroom supplies to support academics: lab supplies, equipment, calculators, test fees, etc.

· Technology: repair, renew, revitalize the technology within LCC.  This includes computers, electronics and equipment.

· Athletics: curriculum based needs.  Other athletic grants are available thru the Maverick Athletic Boosters.

Maverick Academic Boosters (MAC): Arm of the LCCHS Foundation focused on providing resources to teachers for education.  Fundraising support from MAC is for consumable or recurring needs at $250 per request, as budgeted.  Any other requests may be taken to the LCC Foundation Grant Committee.

MAC Boosters Mini-Grant Review Committee: Group specified to recommend mini-grant approval to the MAC Boosters Mini-Grants.  This group is comprised of the MAC Mini-Grant chair and Liaisons.
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Mini-Grant Submission and Review Process:
Steps:
1. Mini-grant requests (for consumables valued at $250 or under, including tax and shipping) are prepared by the teachers with support, if needed, from MAC Booster Liaisons.  These requests must contain detailed info per item (see attached forms): where to buy the item and phone number or website, the catalog number or item number, the cost, and quantity.

2. LCC gets discounted prices from Corporate Express.  You can view items at www.corporateexpress.com to get detailed information for office supplies.  Attached please find an order form for items from Corporate Express and another order form for all other vendors.

3. Mini-grant requests and item details are submitted to the LCC Foundation in any of these three ways:  
· via an online (Google docs) application (lcfoundation@sduhsd.net). To apply online (Google docs), go to the LCC website and click on Foundation.  Follow the link and, on the left hand side of the page click on “Grant Request Forms.”  Then, click on “Mini-Grant Request Forms.”  Fill in all fields and then click on “submit.”  

· by e-mail to the Mini-Grants Chair – Janet Robinson at jdrobin@sbcglobal.net, providing ALL of the information on the paper or online form or

· by hard copy to be delivered to the LCC Foundation Office 
4. Requests are due by September 30th .  Please keep your MAC Boosters liaison informed of your application.
5. The submitted mini-grant requests are forwarded to the Mini-Grant Committee Chair who will generate a spreadsheet with the requests.

6. Mini-grant requests are reviewed and approved or rejected by MAC Boosters in mid October. Mini-grant requests are approved or rejected based on the following criteria:

· Justification (how it improves the academic education of students at LCC).
· Number of students whose academic education is directly affected. 

· MAC  Booster Budget

· Alignment with LCC Strategic Plan and Foundation Mission.

· Other possible funding sources (Site Council, district funding, etc.)

· Previous Funding and Grant Allocations (Previous and/or current year).

· Mini-grants are for consumable items and do not include funding for staff development, travel, substitute teachers, fees, meetings, training, or clubs.

7. Upon approval, the funded item is purchased by the Foundation Executive Officer, and verification of spending is provided to the MAC Booster Liaison before February 15th of the school year.  Liaisons shall keep in touch with all teacher-applicants to determine how the items are to be purchased (Corporate Express or other) and the status of the purchase and, delivery.  Liaisons shall convey this information to the Mini-Grant Chair.

8. All items are purchased through the Foundation Office.  Items not purchased from Corporate Express will be purchased by the LCC Foundation Executive Director with the LCC Foundation Credit Card, which will be reimbursed from the MAC Boosters account.

9. Any approved funds not spent by February 15th of the school year are reviewed by the Mini-grant Committee to determine if the grant is cancelled and must be resubmitted in the next school year.
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Mini-Grant Application   
    Date:                                            Dept.

    Requester’s Name:                        Phone No.

    E-mail:                                           Room Number:
    MAC Liaison:



      
Total Grant Amount:  

General Description (must include detailed info for ordering each item on attached forms – please letter each different item: a, b, c…): 
Justification (how it improves the academic education of students at LCC, number of students whose education is directly affected):

1. Fill out the Mini-Grant Application (One form per request per teacher) with detailed information for each item:

2. There are three alternative ways to apply for mini-grants.  E-mail/Google docs request (via online application) - see lcfoundation@sduhsd.net by Sept 30th OR fill out paper version of application and submit to the LCC Foundation office by Sept. 30th OR e-mail all required information to Janet Robinson, Mini-Grants Chair at jdrobin@sbcglobal.net by Sept. 30th. 
3. Approval is based on direct impact on students’ education and number of students impacted. Mini-grants are for consumable items and do not include funding for staff development, travel, substitute teachers, fees, meetings or clubs.  They are not for items over $250.00, including shipping and tax.  Individual items or groups of items costing over $250 cannot be divided between a number of teachers.  Requests for grants over $250 may be forwarded to the LCC Foundation Grants committee. 
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La Costa Canyon High School Foundation

Mini-Grant Order Information for Vendors other than Corporate Express

( attach copy of website information for products )

	Type

(1)
	Number

Students

Impacted

(2)
	Product or Catalog #
	Vendor and Contact Info
	Item Description
	Unit
	Price
(incl. tax + shipping)
	Qty
	Total

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


(1)  E(quipment), S(upply), A(id for Education), O(ther) 



                  

(2) Number of students whose academic education is directly impacted         
      
total $ 



additional information:                         

Application Page ___ of  ____ 
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La Costa Canyon High School Foundation

Corporate Express Mini-Grant Order Form (www.corporateexpress.com)
	Type

(1)
	Number

Students

Impacted

(2)
	Product or Catalog #
	Item Description
	Unit
	Price
incl. tax + shipping
	Qty
	Total

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


(1) E(quipment), S(upply), A(id for Education), O(ther) 



                  

(2)  Number of students whose academic education is directly impacted         
      
total $ 



additional information:


Application Page ___ of  ____ 
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MAC Grant # _________
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