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I
Preparing and Submitting Proposals
Successful project and award management starts during proposal development.

The Grant Cycle
· Should start with the Program with a project idea or need.

· Than on to funding search

· Presenting proposal opportunity to appropriate council committee for review and approval.

· Proposal creation

· Routing and approval

· Grant submission

· Funding Agency review

· Award Negotiation and Contracting

· Setting up award

· Post Award (technical & Financial Management)

· Close out and audit.

Read the Grant Guidelines

· Spell out the project requirements and deliverables.

· Identify administrative requirements.

· Provide budget details including cost share requirements

Planning the Budget

· Salaries, fringe benefits & insurance

· Equipment – detail

· Travel – detail

· Materials & supplies – detail

· Subcontracts
· Facility and administrative costs (aka overhead/indirect)

Budgetary Concerns

· Budget Accordingly

· Cost Accounting Exceptions

· Cost Sharing/Matching/In-Kind

· Justify all costs

Cost Sharing (aka Matching/In-Kind)

· The portion of allowable costs contributed to a project that is not paid for by the grantor.

· With few exceptions, cost sharing should only be provided as a requirement for participation.

· Cost sharing can be met with cash, in-kind services and/or third party contribution if:

1. Allowable under the grantor agreement

2. Costs have not been reported as cost sharing on another project.

3. Documented in your records

4. Necessary and reasonable for conducting the project.

5. Provided for in award budget and

6. Complies with other grantor provisions.

· Unrecovered Facilities and Administrative costs may be included as part of cost sharing or matching with prior approval of the granting agency.

Proposal Routing and Approval

· All proposals are to be routed and reviewed by Program Manager, Comptroller, Department Director and Executive Director prior to being submitted to council.
· All proposals are to be approved by the appropriate Council Committee

· All proposals are to have a resolution approving and supporting the submission.

· Proposals should be routed for signature at least 7 days prior to submittal to ensure adequate review and approval in the event of any necessary revisions.

· In emergency situations a 10 signature resolution request may be approved and must be hand carried to the appropriate committee chairman.
II
The Award Cycle 
· Program receives notice of award
· Council approves the award

· Accounting notified of acceptance

· Project/Award baseline

· Close out and Audit

· Perform Work, submit deliverables

Types of Awards/Agreements

· Grants: typically have general deliverables and provide more flexibility in the course of the project

· Contracts:  Have tasks and deliverables.  Usually come with technical and financial management reporting requirements
· Cost Reimbursable Awards: Funded based on expenditures.  Remaining funds at end of project period revert back to grantor.

· Fixed Price Awards:  Based on set deliverables or tasks. Residual funds at project end revert to the fund balance.

Grant Release Checklist (Attachment A)
· Identify the Project and Award Manager if different

· Assign the project and award number (s)

· Identify the sources(s) of cost sharing

· Establish the source of funding and the type of grant

· Identify the Account Number

· Provide appropriate grantor point of contact information

· Identify and subcontracts

· Identify key Terms of Awards and deliverables required to fulfill grant administrative requirements.

· Establish due-dates for grant deliverables/reports.

III
Roles and Responsibilities
Project Manager: is the primary person responsible for program activities on a project.  Is the Primary person responsible for the overall administrative and fiscal conduct of the grant award for meeting the terms and conditions of the award and for representing the project to the granting agency.

· Oversees project work performance; ensures deliverables submitted in timely manner.

· Understands the budget, what is allowable, when can funds be spent, how much available.

· Monitors grant activity for compliance with award requirements and tribal policies.

· Notifies Program Manager, Accounting of any award issues needing attention.

· Requests time extension no less than 45 days out.

Program /Award Manager: Is the individual who is responsible for fiscally managing the award and is the primary person who maintains the award record in the Tribes’ financial system.

· Monitors grant activity for compliance with award requirements, federal spending guidelines and tribal policies and notifies the Project and Fiscal Manager changes are needed.
· Monitors the project budget and ensure the appropriate charging of expenditures to the project.

· Assists with the resolution of Over-Expenditures.

· Evaluates and enacts expenditure transfer request as needed.

· Ensures that the Fiscal Officer receives a copy of the letter of transmittal of any reports or correspondence with the granting agency.

Administrative Staff:  Are those persons who are typically responsible for certain delegated duties to provide assistance to Project and Award Managers.  Administrative staff members are a critical element in the successful management of grant awards.

· Assist in monitoring grant activity for compliance with award requirements, federal spending guidelines and tribal policies.

· Assist in monitoring the project budget and ensuring the appropriate charging of expenditures to the project.

· Brings problems to the attention of the Award or Project Manager.

Contracts and Grants Officer:  Is the primary person responsible for providing tribal wide coordination and monitoring of Contracts and Grants.

· Assists staff with proposal preparation as it concerns adhering to grant guidelines, policies and deadlines.

· Provide assistance in preparing an itemized budget and justification.

· Provide guidance in the pursuit of grant award changes as needed, and assisting in securing prior approval from the grantor for modifications to the award budget and requests for no-cost time extension.

· Receives a copy of the grant award and maintains grant file.

· Assists in communication/resolving issues with the grantor.

Grants Compliance Officer:  Is the primary person in charge of and accountable for Tribal fiscal activities on externally awarded grants.  This individual is responsible for supervising and participating in highly technical and complex accounting and financial management operations for externally funded awards and monitoring compliance with grantor requirements.
· Ensure proper financial management of projects and grant awards in compliance with grant program regulations.

· Participates with tribal personnel engaged in specialized fiscal and grant regulation compliance operations.

· Coordinates/assists preparation of required financial reporting.

· Performs pre-audit functions for encumbrances and expenditures related to various grant programs.

· Receives a copy of the grant award and maintains grant files.

Confederated Tribes of the Colville Reservation

Grant and External Funding Application Review Form

Contact Responsible for Application__________________________________________________
Title:__________________________         
Program:_________________________________

Phone Number______________________
Cell Number:______________________________

Project Lead____________________________

Title___________________________________

Phone Number:______________________

Grant/Award Title:_________________________________________________________________

Project Description:________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________
Awarding Agency:___________________________________

Due Date:_______________

Requested Amount:______________________


Multiple Year Award:   Y /  N   if yes give breakdown per year:_____________________________

Cost Share Request:  Y / N     if yes give amount or percentage:_____________________________

Identify sources of cost share (donations, in kind, dollar match):_______________________________
Special program requirements or funding exceptions:_______________________________________

Are there future costs related to maintenance, on going contractual costs or replacement costs?  If yes describe annual maintenance requirements and provide cost estimate.__________________________
_________________________________________________________________________________

_________________________________________________________________________________

Are there adopted plans or budgets related to this project? If yes identify_______________________

Is funding included for staff positions? If yes identify______________________________________

Had the Tribes received this grant before?_______________________________________________

Other Tribal programs requesting this funding? If yes identify_______________________________

Are administrative fees or indirect costs allowed?  If yes identify_____________________________

Has a cost benefit analysis been done to ensure that grantor requirements do not cause a hardship on the requesting program and others?________________________________________________________
__________________________________________

Name, Title, Date







GR#:__________________

Confederated Tribes of the Colville Reservation
Grant and External Funding Notification Award Checklist 
Project___________
Award_________
Program________
Division_______

Matching $ _______



Program________

Resolution for Approval_________________

Department:__________________________

Program Manager______________________

Project Manager_______________________

Phone #:______________________________

Phone Number:________________________

Project/Grantor Title___________________________________________________________________
Grantor Agency____________________________________ 
Award Number____________________
Award Type: Grant_____ Contract_____  Fixed Price_____  Cost Reimbursable______
Pass Through:  Yes___/No___
Award Amendment_________

Funding Source: Federal______
    State_______
Tribal_____
   Foundation_________

Start Date_____________
End Date__________

Final Close Out____________

Grantor Contacts

Grants Officer_______________________

Phone Number____________________

Email_____________________________________

Address______________________________
City_______________________________

State________________________________

Zip Code___________________________

Technical Officer______________________
Phone Number_______________________

Email:____________________________________

Address______________________________
City________________________________

State_________________________________
Zip Code____________________________

Detail any Third Party or In-kind Cost Share______________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

Detail any Special Requirements after award ends_________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

Authorized to purchase Fixed Assets?____________________________________________________

If yes, who retains ownership at end of award?_____________________________________________
