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Regional Grants — Program Application

Instructions

This document is intended for programs to use when applying for Regional and MNTRECC
Grants in Develop. The information documents the necessary steps in Develop to complete
and submit an application.

This document only includes steps for applying. There is a second guide to use if a program
is awarded a grant.

Programs are strongly encouraged to apply for Regional Grants in Develop. If they are
unable to apply in Develop and need a paper application, contact a Grant Administrator.

Accessing the grant application in Develop:

e Programs can only apply for a Regional Grant in their Develop Organization Profile.
Programs cannot access the grant application in their Individual Profile. (See Part 2,
steps 1-3.)

e To apply for a Regional Grant, programs need to have a Registered Organization
Profile in Develop. If they have not registered their organization yet, they can follow
these instructions. Register before the grant application period starts on September
1 to be ready to apply when the application is available.

e The application is available in Develop September 1-25. If programs apply with a
paper application issued by a district Grant Administrator, their completed
application must be received by their Grant Administrator by September 20.

Before applying, enter the following information into the Organization Profile to receive the
maximum number of points available:

¢ Make sure that the Organization Profile Owner and staff, if applicable, have current
Individual Memberships in Develop so that each person has their complete training
history documented.

¢ Add or update the program’s classroom(s) or group(s) on the Classrooms tab of the
Organization Profile. Do not use names for program classes or groups that
could identify their program to a Grant Reviewer. If they have already added
their classroom(s) or group(s) to the Classrooms tab, make sure the names can't
identify their program. This keeps programs anonymous to Grant Reviewers and
helps to avoid potential conflicts of interest.
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Have a copy of this year's grant priorities when beginning an application.

If possible, complete the application from start to finish. Click Save and Exit when stepping
away or pausing to make sure information isn’t accidentally lost.

1. Log into Develop at www.developtoolmn.org with the program’s email address and
password. Select Organization Profile from the context menu.

NOTE: Individuals will only see their Organization Profile if they have registered or
been given access to it. Contact the Help Desk for support, if needed.

l One World One Family One Heart Fam... ¥

@ Tamara Martintest

#123707

{ M one world One Family One Hea...

& Change Password

4+ Organization Profile

® Logout

l

2. Click the Quality tab, then the Quality Dashboard sub-tab.

Status | Org Details | Program Info Elassroumsm Employees | RBPD ‘ Reports | Document Vault
4 The quality dashboard has moved
Your Quality Dashboard can be accessed from the menu on the left side of your screen. Or just dlick the button
brebowwt
" Quality Dashboard .'
For questions contact your Grant Administrator or the Develop Help Desk 1/1/2026
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3. From the Quality Dashboard click Apply for Cases.

Current Rating

Four-Star Rating

B Rating Issued 12/31/2024

B Rating Valid Through 12/31/2026

Apply for Cases

Then scroll down and click Apply next to the Child Care Aware Regional Grant
option.

e

Regional

Chald Care Services Regional Grant Application Guide prosides funds 1o child care programs for supplies and eguipment, training. and professional deseloprment
opporunites.

The program will be taken to the Regional Application page. Programs can choose
with section to review first and be able to click Close to save and exit and return at
a later time or Exit Application to leave the application without saving. Applicants
should review all sections for the Submit Application button to be available.
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% Regional Application —_—
Click here to Save and Exit and return at a
. later time or Exit Application to leave the
am application without saving.

General information e t——

GRREral ARSI IFORTAREN Wk ST CCREC INformane,

Licercing & Affiliations e —

rganaranen Icening, SN Snd a0k shis Bshe o, mamaary

Enrolimenk e p——

Drparanation Lty and e of theldees erealed

Grant Priorities Summary [T
A dmcrpon 3 hom POt SIDEESEUrEE | THT SrE o MOre ©f the snortes
Grard Expendilures W et

FIFSLS SR8 11 BIOAR FIpsTLIe N1 it o PSR 13 AR e ded QRN Mok o

When all sections hawve been reviewed
and saved, the Submit Application /

button will be available.

4. Review the General Information page and update the program information, if
needed. Click Confirm when done.

NOTE: This will only change the address or phone number for Develop, not licensing.
To edit or update address or phone number for licensing, contact your licensor.

Case Application

General Information To make changes click on Manage button and
this brings you to the Organizational Profile >
page to update information. Click Return to
Application, then click Review on the section
Cantac informatian vou updated and click Confirm. This applies

£ Linds Capp to all sections of the application.
B ilrda Cippitemalion

Physical Address
& 200 Wiesterrs Ave Siite 1A
Cly Pl | Sl i / Do 55801

Coasvty Mica | Courdry United Skaten

Mdlhr’lgﬁ\.lﬂlﬂft‘gi
@ 200 Wostern Ave Suits 14 Click Confirm to return to the Regional
Gy Farivenh | Suaie it | 2 0401 Application to review other sections.

Conroty Mie | Cortry Umited Miates,

Additional Information

Confirm

For questions contact your Grant Administrator or the Develop Help Desk 1/1/2026
844-605-6938 or support@develophelp.zendesk.com 4
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5. Review the Licensing & Affiliations page and update the information, if needed.
Click Confirm when done.

To make changes click on Manage button
and this brings you to the Orgamizational

- ] Profile page to update information. Chck
Return to Application, then dlick Review on
the sechion you updated and click Confirm.

Licensing & Affiliations This applies to all sections of the

application.
DCYF License
o Y [ Gt Apgroved [ [ [ Plactivs Bl A AL - T0EVE/HAIS, § C apacity
Head Staet Humber
o EREHER 5§ Aaiun v dypprared 1 Type b lmriad Ohild Eare Samier | Sawcion Tl Cars Remourra & Rabsral, inc.

CCAP NMumber

3 1GF F i o dypprved

NACCRRAware Provider ID

O 10 T St~ Apgroved

Chck Confirm to return to the Regional
Application to review other sections.

ELSA ID

DI [ s - Approved

/

6. Review the Enrollment page and update the information, if needed. Programs will

be awarded points based on the age group(s) and population(s) they serve. Click
Confirm when done.
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To make changes click on Manage button

and this brings you to the Organizational

Profile page to update information. Click

Return to Application, then click Review on

Case Application the section you updated and click Confirm. _
This applies to all sections of the

Enrollment

application.

Thee toal nusmiber of dhildven in each age group for whech you are currently prowiding care wnder this koense indusive of all cassroomas]. This can be wpdated 5t sy tme (o
raflect any changes that may ooour in enroliment

L2 Toral Mumber of Children Enrolled 64

Infams 12 High Needs 3
Taddlers 12 High Mesds -
Preschoolers M High Neads 13
Schoal Age 20 High Mesds 3

Race of Children Enrolled

Amarican ndian/ilasian Mative Totad 0 Percent 0%

Aslan'Paciic slandes Total 0 Percent 0%

Confirm

Blachiddrican American Total 0 Porcent 0%
HispumiciLating Totdd 0 Percent 0%
Bihbuli- Rscial Totdl O Peresmt 0%
Wihite Total 0 Percent 0%

Muirmbsed of nrolied children speating English a3 a second Languags?
Todal 0 Percent (%

Whiat kind of programming does your Organization offer? (Select all that apphy
Pari day fleas tham § hows per day)
n sull day |5 or more kaurs per day)
Fari werek flevs Ehan § dayy pes week)
B Fuliwesk (5 or more days ger weei)
Ivenings (after Gpem)
Weekena [Saiurday andior Sunday]

Mg Salecion

For questions contact your Grant Administrator or the Develop Help Desk 1/1/2026
844-605-6938 or support@develophelp.zendesk.com 6
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‘whan is your program open and serving children? (Fleate choose the one arseer that best fits.]

Full calerdasr year

If your program closes (is not serving children) for two or more consecutive weeks at any time during the year, please describa

below when your program is closed, Please be as specific as possible.
This program is closed during the following timeframe each year: Click Confirm to return to the Regional
Mo Sebection /" Application to review other sections.

Confirm

7. Click review in the Grant Priorities Summary section to fill out priorities. All
Priorities must be completed.

NOTE: Type “Not Applicable or N/A” if there’s nothing to enter. The Save and
Confirm button is only enabled once all Priorities are entered.

Case Appiication

Grant Priorities Summary

Please ndicate how your sxpendiures meet one or more ol the priofities ksted m e O et Application Guide. Do noL inciude your Name oF your DF ORIamTs name i your
arct oF aryaiEre an this page

Prigrity &1

Please mdcate how your gram proposal meets Aeponal Prority 81 as outlined by your regional gract commames. Chok Rere 1o find gut whag Proeny 81 &

Click the link in the text to see this year’s
priorities.

Peiarny 82 \

Plaase mdcane how your grant proposal maess Aopional Priormy 2.2 a5 outlined by your regional gram commstos. Chok fera to find out what Frormy 81 5
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Frioriy 53
Plaass inclicate Bow your grant proposal mests Regional Priotity 83 a5 canlined by your regeonal pran comematies, (hck hise no fined oo whan Pricdiny #3 &
Priority w4
Plesse irsdicabe Bow your grant propodsl mests Regional Priovity 848 25 canlined by your regionsl grant commities. Cick here bo find ot what Pricrity 04 &

The Save & Confirm button i1z available cnce
Pricrity #5 all Priorities are completed. Click here to
Plhbasa iredaate Pow your grant proposal mests Regenal Prioncy #5as | S3VE and exit to Rﬁgi{:nal Applit:al:iun.

—

Save & Confirm Close

8. Click review on Grant Expenditures section to add Expenditures.

Case Apphication

Grant Expenditures

0 i B T 11T gl ] AP ) LTRSS T 0 QBT

O No Lxpendaures Entered

"

Click here to add Expenditures.

At least one Expenditure must be entered
before you can hit Confirm and return to the

/ Regional Application page.

9. A pop-up window will appear, asking for the details of what the applicant wants to
buy.

NOTE: The grant guide can help fill in the requested information, including
how to group wanted items into expenditure requests. Enter one

expenditure group per category. To request a copy of the grant guide, contact
your Grant Administrator.

a. Category: Select the category that best fits the item(s) wanted for purchase.

For questions contact your Grant Administrator or the Develop Help Desk 1/1/2026
844-605-6938 or support@develophelp.zendesk.com 8
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b. Indicator: This is a drop-down menu of the Indicators within the category the
program can select. Select the Indicator that best fits the item(s) wanted for
purchase. Select ‘Other’ if no Indicator fits well or change the Category to see
the Indicators within that Category.

c. Type: Select if the expenditure is Materials or Professional Development.
d. Goal: Enter the improvement goal intended to be accomplished.

e. Strategy: Describe what is needed to reach the goal. Include the items
needed for purchase in order to implement the strategy.

f. Description of Purchase: Enter the item(s) needed to implement the strategy
and accomplish the goal. This should be a list of the items that the grant can
pay for from this Category and Indicator, if awarded. Again, programs should
follow the grant guide to help in entering items correctly. Click Save & Open
to proceed to next window and add costs.

g. Total Cost: Enter the entire cost of all the materials or professional
development included in this expenditure request, including tax.

h. Amount Requested: Enter the amount wanted for the grant to pay for, if
awarded. Enter only digits and periods, no commas (for example, 2000.00
rather than $2,000.00).

i. Cost to Program: The system will calculate the Total Cost minus the Amount
Requested to show what the program would pay. If the Cost to Program field
is incorrect, edit the amount(s) in the Total Cost and/or Amount Requested
fields.

j. Population Served: Check the box(es) to indicate which age group will use or
benefit from the items the program wants to purchase, keeping in mind the
age group definitions for their program type. At least one age group must be
selected, but all three can be selected.

m DEPARTMENT OF CHILDREN,
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+ Expenditures X

Category Type

Relationships with Families v Materials w

Indicator

R1.2 Shares information with families .

Goal

Improve Communication with families

(@35 out of 500 characters

Strategy

Purchase items to post notices to families

(D42 out of 500 characters

Population Served

Infants & Toddlers
Preschaol

] Schoal-Age

Expenditure Detail

Total Cast Amount Reguested Cost to Program

$53.16 $53.16 $0

Description of Purchase

Dry erase board, magnets, dry erase markers

(D43 cut of 500 characters

Save Close

For questions contact your Grant Administrator or the Develop Help Desk 1/1/2026
844-605-6938 or support@develophelp.zendesk.com 10
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10. If the program has additional expenditure requests, click Save and a pop up will
confirm the Expenditure is saved and ask to add an additional item or not. Follow
steps 10-11 until all expenditures are requested, then click Save & Close.

Expenditure Detail

Tatal Cost Amount Requested Cost te Program

$53.16 $53.16 50

Deseription of Purchase

Dry erase board. magnets. dry erase markers

(D43 out of 500 characters

Save Close

[tem Saved

Would you like to create an additional item?

Clicking Yes will allow you to create another action item.

L3 r 4

Click on the appropriate answer.
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11. After finishing adding your Expenditures, the application will return to the Case
Application page, where the expenditure totals and a breakdown of expenditures by
population(s) served are available. The program will see a list of entered expenditure
requests. The expenditures can be edited prior to submitting the application. Click

Confirm at the bottom of the page when all expenditures are complete to return to
the Regional Grant Application.

Grant Expenditures

Click here to add
additional expenditures.

D Bl desiribe the e you sould B o purdhase sich your grani

Expenditure Totals >
Fragram

Grant Aequent G EERG

Centribution ™ a0 e, VLR _ _ )
i "
J 2

Total Imecstment

of Burteazs Dry erass basrd, magestz. Sry erase markers

Breakdown of Investment by
Population Sersed

indants & Taddiers e ASLE

Click the ellipsis to delete or

{0 Espusncitures. can ackiress mare than ane edit the expenditure reguest.
pepUlaton 1o popaiaton proesLage

will sl L (o mare an s
Perceniages are calculsied g1 3 parrent

oo B Testiad e 1 gl fust
incliuding he Cast b5 the Pregram

Click here to return to the Regional Grant
Application when you are done entering and
editing your expenditures.

12. On the Regional Application page, you will now see that all sections have been

reviewed and confirmed, and the Submit Application is now available. Click on the
Submit Application to submit your application.

Note: Once you submit your application, you will no longer have access to make
changes to your Grant Priorities. You will continue to have access to edit and add
expenditures as long as your application status remains in “Applied” status.

For questions contact your Grant Administrator or the Develop Help Desk 1/1/2026
844-605-6938 or support@develophelp.zendesk.com 12
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# Regional Application

Chi
Wi

o T

General Information tonfemed

SNETa] DIRSAESIN INTOFMELEN St &L COSLSCE nlorm e

Licensing & Affillations Lonfrmed

IEANGAE N WOEE NG, TR0, ard 0 [iratie Wiea Iton rembers

Enraliment confrmed P

Cuganuation capacity ared rember of Chikiren enioled

Geant Priorities Summary contemed

A descrigton of Aow your expenidfiiureis] meed one o more of ihe prionties

Grant Expenditures eonfrmed

Fieane pber the inown sxgerditures in mhich you niend {0 use remsrded prand mondes on. -

All sections of the Regional Application
have been confirmed. The Submit

Application button is now available.

13. A Participation Agreement will appear. Read the terms of participation and check the
consent box, then click Save.

Note: In order to enable to save button, you must check the consent box, or it will
be greyed out as demonstrated in the screenshot below.

0On behalf of my program, | consent for my program to participate in the grant application process according to
the terms outlined above,

—

14. A pop up will appear. Click "No” to return to your appliation. Click “Yes” to submit
your application.

m‘ DEPARTMENT OF CHILDREN,
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?

Submit Application?

Once submitted no changes can be made to the application.

15. Congratulations, your Regional Grant application has been successfully submitted.
Click “Ok” to return to the Quality Dashboard.

Application Submitted

Your Regional Grant application has been successfully
submitted.

For questions contact your Grant Administrator or the Develop Help Desk 1/1/2026
844-605-6938 or support@develophelp.zendesk.com 14



Regional Grants — Program Application Instructions

A confirmation email will be sent after successfully applying to the grant. The program’s
Grant Administrator will assign three independent Grant Reviewers to review and score the
grant application.

The program’s Grant Administrator will contact them around November 1 to let them know
whether their grant application has been selected (chosen to receive funding) or waitlisted
(not chosen at this time but may be chosen later in the current fiscal year). The program
might also receive an auto email from Develop with similar information.

If/when the program’s grant application is selected, use the guide Regional and MNTRECC
Grants — Award Instructions for Programs (PDF) available at on the Develop How do I?
webpage.

If/when the program’s grant application is not selected for funding in the current fiscal year,
the program’s Grant Administrator will update the grant to denied. Develop will send an
automated email with this information as well.

m’ DEPARTMENT OF CHILDREN,
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https://www.developtoolmn.org/dhs/assets/Regional_and_MNTRECC_Grants_Award_Instructions_for_Programs_tcm1052-590465.pdf
https://www.developtoolmn.org/how-do-i/index.jsp

	Regional Grants – Program Application Instructions
	Part 1: Tips before getting started
	Part 2: accessing the grant application
	Part 3: Next steps




