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I. Application Instructions 
 

A. School District Role – Creating the Application 
 

1. Log in to the ISBE Web Application Security (IWAS) system and click “System Listing.”  Click 
“School Maintenance Project Grants” located under Active Grants. 
 

  
 
 

2. Select “Grant Applications” from screen below.   
 

  

  

 Click here. 

 

Click here. 

https://apps.isbe.net/iwas/asp/login.asp?js=true
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3. Click on the “Grant Application” link under Create Documents on the Home screen to create the 
School Maintenance Project Grant (SMPG) application. 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. In the “Source of Local Funds” box, select the local fund source that will be used to match the 
requested (up to $50,000) grant amount.  The matching source of local funds must be in the fund 
where the funds will be expended. 

 

 
 

 
5. Choose the Project Priority Code for the application. The Priority Code list includes Emergency, 

Health/Life Safety (H/LS), State Priority Project, Permanent Improvement Project, or Other. If the 
application is for an emergency, be sure to check the “Emergency Application” box.    

 Click here. 

 

Select the 
source of local 
funds. 
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a.  “Emergency project” is a project that is made necessary by a disaster as described in School 
Construction Law, Section 5-30 (1) (destroyed or damaged by flood, tornado, fire, earthquake, 
or other disasters, either man-made or produced by nature).  Conditions caused by age or lack 
of timely maintenance shall not constitute an emergency.  Costs of an emergency project that 
are covered by insurance may not be claimed as part of an emergency project.   
NOTE:  In the emergency screen, the Local Education Agency (LEA) will be required to provide the 

date, nature, and extent of emergency pertaining to the actual work items. 

 
b. “Health/Life Safety Project” means a project that is necessary to correct a violation of the 

Health/Life Safety Code for Public Schools (23 Ill. Adm. Code 180) OR to provide handicapped 
accessibility or school security.   
NOTE:  In the Health Life Safety screen and for projects correcting a violation or any project using 

Health/Life Safety funds as their local match, the approved H/LS amendment number for this 

work must be included in the box provided. If 7200 (Health/Life Safety) is chosen as the Source of 

Local Funds, B – Health Life Safety Projects is required to be the project priority. 
 

c. “State Priority project” means a project that is necessary for energy conservation or that adapts 
a building or structure to better serve students in a specific program for which the applicant 
receives funding under the School Code (e.g., preschool education, school technology).  NOTE:  
The LEA must enter the State Program Name and/or Energy Efficiency (if for energy efficiency 
work) in the “Purpose and Need” box. 

 
d. “Permanent Improvement project” means a project designed to upgrade or install building 

systems (e.g., air conditioning, electrical, or plumbing systems) or involving other improvements 
to a building or structure so that the building or structure is better adapted to the applicant 
educational programs. 

 
e. “Other project” should be used for projects that don’t fit in any of the above categories.     
 

 

 

 

 

 

Select a Priority Code 
from the dropdown 
list. 
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6. Select the area affected by the project.  A district would select “District.” A special education 
cooperative or vocational center would select “Multiple areas” and list the districts covered by the 
special education cooperative or vocational center.   
 

 

 
 

 

7. Finally, click the  “ Yes, Create Grant Application” box at the top of page to create the application.  

(This will place the application “In-Progress.”  LEAs will only be able to modify and work with an 

application that has a status of “In-Progress Grant Applications.”) 

 
 

 

Note:  Each LEA may only submit one application per grant round.  If an application has already been 

created for the current round, a yellow highlighted message will appear indicating that “A grant 

 Click “Yes, 
Create Grant 
Application” 
once all 
information is 
complete. 

 

Select the area 
affected by the 
project – for a 
district, please 
select “District.”  
Please list the 
areas affected if 
“Multiple Areas” 
or “Other” is 
selected.  
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application for Fiscal Year #### and Round # has already been created.”  A new application cannot 
be added.   

 

 

 

8. Review Application Header Information page on the Grant Application for accuracy and, if needed, 
make corrections by clicking on “Edit Header Information.” Once corrections are made, click on 
“Save Header.” If no corrections are made, click “Cancel.” 
 

 
 

 
 
 
 
 

 This message will 
appear if an 
application has 
already been 
created for the 
current round. 

 Click “Edit 
Header 
Information” 
to make 
corrections. 
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9. Add “Work Items” to the Grant Application Schedule. Click “Work Items” under “Application Data” 

in the “Grant Application” screen. 
 

 

  

 Click 
“Work 
Items.” 
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10. Click “Add Item to Schedule.” 
 

 

 
 

11. Select appropriate “Facility Name and Address” from dropdown list. 
 

 

  

 Click “Add 
Item to 
Schedule.” 

 Select 
facility 
name and 
address 
from the 
dropdown 
list. 
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12. “Description of Facility”:  Enter a description and include the age and square footage of the building, 
location of the building systems, and/or the location within the facility where the work will take 
place. 

 

 
 

13. “Description of Work”: Enter a narrative description of the nature and scope of work. Be thorough, 
explaining what work needs to be completed, including replacement and repairable related items to 
complete the project. 
 
Note:  The project cannot be a "school construction project" (the acquisition, development, 
construction, reconstruction, rehabilitation, improvement, architectural planning, and installation of 
capital facilities consisting of buildings, structures, durable equipment, and land for educational 
purposes).  Projects should only provide for maintenance, upkeep of buildings, or structures for 
educational purposes.  Ongoing operational costs (including in-house labor for SMPG projects not 
contracted out) cannot be included for any School Maintenance Project Grant. 

 

 

  

 Enter a 
description of 
the facility. 
Describe the 
year built and 
any other 
pertinent 
useful 
information. 

 

 Enter a 
thorough 
description of 
the nature and 
scope of the 
work to be 
done. 
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14. “Location of Work”:  Enter a description and include the Location of Work within the 
building/outside the building if it affects only a portion of the building (e.g., north wing classrooms). 

 

 

15. The Project Priority Code selected in the “Create Grant Application” is carried over to the “Schedule 
of Work Items” screen.  Depending on the Priority Code selected, the LEA may be required to enter 
additional information as follows: 

 
a) Emergency Projects: Enter the date of the emergency as well as the nature and extent of the 

emergency. 

 

 
 
 

The date, 
nature, and 
extent of the 
emergency 
must be 
detailed.  

Enter Location 
of Work within 
the facility. 
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b) Health/Life Safety Project:  Work items must identify if the work is to correct a Health/Life 
Safety violation or if it is to provide accessibility or security. 

If the work is to correct a violation, or if Health/Life Safety funds will be used for the local match, 
enter the amendment number from the drop-down box provided, along with the work item. 

Note:  A project for Handicapped Accessibility, School Security, or 10 Year Survey does not 
require an amendment number.  However, enter the number if one is available.   

 
 
 

If there is a difference in cost between the HLS work item and SMPG work item, enter and 
describe the differences in the box.  

If the HLS work item is past the competition date listed in the amendment or survey, enter and 
explain the work has not yet been completed and the cause of delay. 

 

 Check the box for 
Health/Life 
Safety, 
Handicapped 
Accessibility, 
School Security, 
or 10 Year Survey.  
Select the HLS 
amendment 
number from the 
drop-down if one 
is required or 
available. 

 Select the 
HLS work 
item 
number 
from the 
drop-down. 

 Enter the 
cost and 
completion 
date 
differences 
if applicable. 



12 | School Maintenance Grant Program Instructions 
 

c) State Priority:  Enter in the “Purpose/Need” box if the project is for energy conservation or to 
adapt a building or structure to better serve students in a specific program where the applicant 
received funding under the School Code. 

 
 

 
 
 
 
 
 
 

16. Category Code:  Choose from the dropdown list the category that best describes the nature and 
scope of work listed. 

 
 

17. Total Work Cost:  Enter the estimated cost for the work item listed, including associated fees such as 
architect/engineer fees, etc.   
Note:  Work cost must be entered without commas and rounded to the nearest whole number. 
 

      Enter the 
purpose/need 
for a project  
that is a state 
priority OR the 
details for 
energy 
conservation. 

 Select the 
category 
code here. 
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18. Estimated Start Date:  Enter the estimated start date the work is estimated to begin. 
 

19. Estimated Completion Date:  Enter the estimated end date the work is estimated to be completed.   
 
Note:  The Final Expenditure Report should be submitted in IWAS within 20 days of final project 
closeout or completion date.  The final project closeout date can be adjusted as work schedules 
change.  Dates must be entered in MM/DD/YYYY format.  

 

 
Beware:  Grant funds are subject to the Illinois Grant Funds Recovery Act [30 ILCS 705].  Any funds 
not expended or legally obligated within two years after disbursement by the state of Illinois shall be 
returned to the Illinois State Board of Education (ISBE) within 45 days.   
For grant funds that are legally obligated at the two year mark, a 90-day liquidation period will be 
given to fully liquidate the funds and get to final project closeout.   
Any grant funds not obligated within two years and expended within 90 days after the two-year 
period end dates shall be returned to ISBE within 45 days. 

 
20. Click the “Save Item” button once the work item is complete.   

 

 

 Enter the total 
project costs 
(rounded to 
nearest whole 
dollar). Enter the 
estimated start 
and completion 
dates. 

 Click here 
when all 
information 
has been 
entered. 
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21. Go back to Step 10 and repeat the steps to add additional work items to the schedule.  

 
Note:  Grant awards will provide 50% of the total project cost, with a maximum of $50,000 per 
application cycle (round). 

 

 

 

 
22. Schedule of work items will be listed for each facility in the application, with the Total Estimated 

Project Costs, Requested Grant Amount, Reserved Local Funds, and Reserved Remaining Funds 
amount.   
 

 

 

 

 

 

23. Click on the “Grant Application” link to return to the Grant Application Header page. 
 

24. Click on “Grant Application Certifications and Assurances for the School Maintenance Project 
Grant” in the Application Certification & Assurances window on the Grant Application Header page. 

 Click here to 
add additional 
work items. 

 

 These should reflect the totals of all work items and show the requested grant amount and total reserved funds as required 
by the district. 

 Click here to 
return to Grant 
Application 
Header page. 
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25. Read through all assurances.  Check the box in the top left corner to certify the applicant will comply 

with the first set of grant assurances.  

 

 Click on the 
link to agree 
with the 
first set of 
assurances. 

 

 This box 
must be 
checked to 
approve. 
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26. Click on “Save Page” at the bottom of the screen to submit this page electronically.  Once saved, a 
message will appear at the top of the page: 
 
Note:  The IWAS system will not allow the application to be submitted until this step has been 
completed.   

 
 

 
 
 
 
 

27. Click on “Grant Application” to return to the Grant Application Header Page.  
 

 

 
 

 A message 
will appear 
confirming 
that the first 
set of 
assurances 
has been 
submitted 
electronically. 

 Click on “Grant 
Application” to 
return to header 
page. 

 Click “Save 
Page” to 
certify 
compliance 
with the 
assurances 
on this page.   
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28. Click on “Program Specific and Financial Assurances for the School Maintenance Project Grant” link 
on the Grant Application Header page. 

 

 
 

29. Read through all assurances on this page and then check the box to comply with the second set of 
grant assurances. 
 

 

 
 
 
 

 Click on 
the second 
link to 
agree with 
the next 
set of 
assurances. 

 Check the 
box to 
comply 
with 
assurances. 
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30. Click on “Save Page” at the bottom of the screen to submit this page electronically.  Once saved, a 
message will appear at the top of the page:   

Note:  The IWAS system will not allow the application to be submitted until this step has been 
completed.   

 

  

 Click on 
“Save 
Page.”  
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B. School District Role – Submitting the Application 
 
1. After all information has been entered into the IWAS system, the certification pages must be 

printed, signed, scanned as PDFs, and attached in the IWAS Grant Application as separate 
documents.  Follow the instructions below. 
 
Even though these assurances have been agreed to electronically, the PDFs must be submitted as 
described above.  The application can then be electronically submitted to the Regional Office of 
Education (ROE).   
 
Note:  The certification forms are no longer sent to ISBE via mail; they are attached to the application 
as PDFs within the IWAS system. 
 

2. Click on “Grant Application” to ensure you are on the Grant Application Header page. 
 

 

 
 

3. Click on “District Certification” under Application Printable Documents.  
 

  

 
 

 Click here. 

  

 Click here. 
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4. Print the District Certification form.  The board president (or equivalent for other entities) must 
complete by dating and signing where indicated at the bottom. 

 

 
 

5. Click on “Grant Application” to return to the Grant Application Header page.  
 

 

 
 
 
 
 
 
 
 

6. Click on “Taxpayer Identification Number” under Application Printable Documents. 

 Print the 
form. All 
lines that are 
circled must 
be 
completed. 

 

 Click here. 
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7. The Taxpayer Identification Number form must be completed as follows: 
 
a. The District Name, RCDT, and Federal Employee Identification Number should be 

prepopulated on the form.   
 
Note:  The District Name on the form is the name on file at the Comptroller’s Office.  Please 
do not change this.  The comptroller will only send payment for the grant if the name on the 
form matches the comptroller’s file. 
 

b. Print the Taxpayer Identification Number form.  Authorized representatives of the LEA must 
sign and date this form. 

 

 These should 
all be 
prepopulated 
on the form.  If 
they are not, 
please 
complete. 

  

 Make sure to 
sign and date the 
form. 

 

  

 Click here. 

  



22 | School Maintenance Grant Program Instructions 
 

8. Click on “Grant Application” to return to the Grant Application header page.  
 

 

 
 

9. Scan each form as a separate PDF after they are completed, signed, and dated. These need to be 
separate files so each form can be submitted into their own link.  
 

10. Return to the Grant Application Header page and click on “Attach Files” in the “Application Required 
Attachments” window to submit the PDFs. 
 

  

 
 
 

11. In the “District Certification” and “Taxpayer Identification Number” boxes, click the “Choose File” 
button and search for the form listed next to the box. Follow the prompts to attach the files.  Each 
file must be attached separately. 

 

 

 
 

 Click here 
to return to 
grant 
header 
page. 

 Click on 
“Attach 
Files.”  
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12.   Click on the “Submit” button to send the files to ISBE after they are attached. 
 

 

 
 

13. Return to the Grant Application Header page and click the “District Approval” button.  

 

 

 

Important:  Before submitting the application in IWAS, the local board of education is required to 
hold a duly convened meeting and MUST  a) authorize the School Maintenance Project Grant 
application, b) reserve local funds to cover the district’s portion of the project costs, and c) have 
not started any of the work listed on the application.   

 

 Click 
“District 
Approval” 
button. 

 

 Click on each 
“Choose File” 
button to 
attach the 
corresponding 
file (PDF). 

 

 Click on 
“Submit” 
after the 
files are 
attached.  

 



24 | School Maintenance Grant Program Instructions 
 

14. In the final approval screen, make sure the boxes are checked for BOTH the “Certification and 
Assurances, and Standard Terms for the School Maintenance Project Grant” and for the “Program 
Specific and Financial Assurances for the School Maintenance Project Grant.”  If they are not 
checked, complete Step 24 through Step 30 in the previous section. 
 

 

 
 

  

 These boxes 
must be 
checked. 
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15. Enter the board president’s name (or equivalent for other entities) and the date of the board 

meeting when the SMPG application was approved. The local fund amount reserved for the local 
match requirement is carried over from the “Grant Application Header” screen. Click the blue 
“Submit to ROE” button. 

 

16. If the application was submitted properly, a green box will be displayed at the top of the screen that 
states:   

 

 

 Enter name of 
the president 
of the school 
board. 
Enter the date 
the board 
approved the 
application.  

 Example: 
“Application 
has been 
submitted to 
the ROE.” 

 Click 
“Submit to 
ROE.” 
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17. If the application was not submitted properly, a message in red will describe the reason at the top of 
the page.  Read the message carefully and make corrections necessary for a successful submission. 
 
Example:  In the following picture, the message reads                                                               The date 
must be prior to the submission date.   

 
  

 
 
18. After submitting the application, it will be displayed on the Grant Application screen in the District 

Submitted Grant Applications section. 
 
If your application is still shown under In Progress Grant Applications, it has not been submitted to 
the ROE.  (You may need to “refresh” your screen.) 

 

  

 Example of an 
error message.  
Please read all 
messages 
carefully and 
make the 
corrections 
necessary for 
submission. 

 

 When the 
application 
is 
submitted, 
it will be 
shown here. 
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19. When the grant is approved and awarded, ISBE will send an email via IWAS notifying the district 

superintendent.  The application will then be displayed in the ISBE Approved Grant Applications 
section. 

 

 

 

20. Click “School Maintenance Project Grant Award” under Application Printable Documents to obtain 
a copy of the grant award signed by the state superintendent. 

 
 

 

  

 When the 
grant 
application is 
awarded, it 
will be 
displayed 
here. 

 After the 
district has 
received 
notification of 
grant approval, 
click here to 
print a copy of 
the completed 
grant award.   
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21. This is an example of a School Maintenance Project Grant Award.  This document will only be 

complete after the grant is awarded to the district.  Prior to the grant being awarded, a template 
of the award document will be shown, without the state superintendent of education’s signature. 

 
 

 

 
 

22. Please remember that the Final Expenditure Report is due within 20 days after final project 
completion.  This date is used by ISBE to help remind the school district to complete the Final 
Expenditure Report in a timely manner. The date may be adjusted more than once if the timelines 
change during the completion of the project. 

 
23. Reminder:  Grant funds are subject to the Illinois Grant Funds Recovery Act [30 ILCS 705].  Any 

funds not expended or legally obligated within two years after disbursement by the state, 
including any interest earned, shall be returned to ISBE within 45 days.  One 90-day liquidation 
period will be given to fully liquidate grant funds that are legally obligated at the two-year mark 
and get to final project closeout.   

 

 

 

 

 

 

 

 

 This is an 
example of a 
grant award 
letter.  
Electronically 
signed by the 
state 
superintendent. 
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C.  ROE Role - Approving and Submitting the Application 

 
 
1. Log in to IWAS and click “System Listing.”  Click on “School Maintenance Project Grants” under 

Active Grants. 
 

  

 
 

 
 

2. Select “Grant Applications” as seen below.  
 

 

 
 

  

Click here to go to 
School 
Maintenance 
Project Grant 
Applications. 

 Click here. 

 

https://apps.isbe.net/iwas/asp/login.asp?js=true
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3. Find and Edit/View Details the application(s) listed under District Submitted Grant Applications. 
ROEs can only modify and work with applications in District Submitted Grant Applications status. 
 

 

 
 
4. Click “Work Items” under Application Data. 

 

 
 
 
 

5. Click “Open” to review all work items for accuracy.   
 

 

 Click to 
open 
application. 

 

 Click to 
open 
work 
item(s). 
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6. Verify that the Health/Life Safety Amendment Number listed ties to a valid amendment filed by 
the district or that the 10 Year Survey item ties to the district’s 10 Year Survey. Check that the 
work items and costs are consistent with those on the amendment or 10 Year Survey.  If not, the 
application should be rejected and sent back to the district for corrections.  Please enter a 
comment as to why the application is being rejected. 
 

 
 
 
 
 
7. If the application is ready to be approved, return to the Grant Application Header page by 
clicking “Grant Application.” 

 

 Open and 
review for 
accuracy.  

 

 Verify H/LS 
amendment 
number or 
that the 10 
Year Survey 
agrees with 
the work item 
and the total 
work costs.  
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8. Click the “ROE Approval or Rejection” button.  
 

 

 
 
9. Check “Approved” and then the blue “Submit” button to forward the application to ISBE for 

final approval.   
 
When the application is approved, the following message will appear at the top of  
the page:      
 
 
 
 
 

10. To disapprove the application, check “Disapproved.” Enter a comment explaining the reason for 
rejecting and click the blue “Submit” button to return the application back to the district.   

 
 

 Click here. 

 

 Click here. 
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 Click on 
“Approved,” 
then 
“Submit.” 

V  Verification 
status that 
submission to 
ISBE is 
successful.  

 

 Click 
“Submit” for 
approval or 
disapproval. 

 

 To reject, click 
on 
“Disapproved” 
to return the 
application to 
the LEA.  Enter 
an explanation 
here, then click 
“Submit.” 

 

 

Enter explanation 
here. 


