 (ORGANIZATION NAME) Policy 
Grant Documents

Subsections: None

	Area:
	Approved By:
	Most Recent Approval Date:

	· Corporate Governance Policy
	Board of Directors
	

	· Corporate Functions Guideline
	CEO
	

	· Financial Functions Guideline
	CFO
	2006

	· Clinical Functions Guideline
	CMO
	


	First Approval Date: 
	
	Next Review Due: 2007

	Dates Reviewed:
	
	Dates Revised:

	Dates Revisions Announced to Staff:



	Purpose:
	To document grant revenue and other grant related communication.

	Mandated by:
	Funding Sources, Internal Controls

	Applies to:
	(ORGANIZATION NAME) corporate financial functions

	Definitions:
	· 

	For more information:
	n/a


Text of Policy:

The following procedures are to be followed in order to maintain accurate documentation of grants:

When documents are received:
· Date stamp the document

· Place it into CEO’s box to reviewed & signed (if necessary)

· Place it into Administrative Associate box to be copied & mailed (if necessary)

· Scan and email to Administrative Associate and CFO to place on the server

· Put in the file & log in or create a new grant file

· Place pertinent information on (ORGANIZATION NAME) calendar

If required in the NGA or contract that we need to send a copy of current A-133 audit, add contact person & routing instructions to Audit Distribution List (K:\BOD\Audit\A-133 audit distribution list.xls).
· Place contact information re: Program Specialist/ Grant Management Officer into the (ORGANIZATION NAME) contacts database

Setting up Grant/Cooperative Agreement & Contract Files:
Grants will be divided into 11 categories.  The categories are as follows:

· Request for Proposal (RFP)

· Final Proposal (FP)

· Notice of Grant Award (NGA)

· Budget

· Contracts

· Advisory Committee (including CV’s, Bio’s & other contact information)

· Meetings (Notes, Minutes, Agendas, & Trainings)

· Financials (FSR’s, Invoices, & Receipts of Significant Expenditures)

· Correspondence

· Reports

· Original of any Product
