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1. Purpose: Oversee and coordinate the planning, implementation and evaluation of all projects (one time or multi-phased grants) which the Foundation funds or supports on behalf of the School District.  
2. Scope:  All Bridgman District Schools
3. Prerequisites: Information including Annual Bridgman District Calendar; Grant Review Calendar/Plan and Budget; Committee member names/contact information; and Project Committee Files
4. Responsibilities/Procedures
a. Work with Finance Chair and Treasurer in the summer to create annual grant budget for approval at Foundation’s annual meeting
b. Create annual grant calendar with 2 – 3 review periods (summer)
c. Communicate annual grant calendar to Board and District staff (beginning of school year) and provide periodic updates (e.g. remaining budget) when needed.
d. Schedule and chair committee meetings per the annual grant calendar
e. Prepare and present committee reports to the Board, as needed
f. Communicate results to 1) appropriate principal and 2) grant requestor. This includes both oral and formal written communications per the calendar time frame
g. Ensure grant evaluations and photos are received and provided to Board 
h. Create and provide grant summaries and photos for the Web to PR Chair
i. Proactively discuss needs, issues and projects with district leadership 
j. Recruit Committee members, including teacher reps who have a 2- year term.
k. Keep Committee forms updated
l. Maintain files and records in secure place and name person/contact information who has access to files and records
m. Review/approve grant invoices from the Superintendent’s office and forward to Foundation Treasurer for payment
5. References:  The Bridgman Foundation Bylaws and Project Committee Files
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