


  Grant Procedure Checklist
	
	Status
(check off upon completion) 

	Responsible Party
(add name of person responsible; role designation noted where applicable )
	Copied To
	Approvals Needed 
	Notes

	PRE-AWARD
	
	
	
	
	

	Notice of Intent 
	
	Principal Investigator
	Office of Grants & Contracts (OGC)
	Chair/Department Head
Dean
OGC Director
Budget Director
Vice President
Provost
	I.T., Physical Plant, and other affected departments may need to review form.

	Project Budget
	
	
	Budget Office
Controller’s Office
OGC
	Chair/Department Head
Dean
	

	Proposal
	
	
	OGC
	Chair/Department Head 
	

	Human Subjects Research Application
	
	
	IRB (Social Sciences Division)
OGC
	IRB (Social Sciences Division)
Provost
	If applicable

	Application Approval Request via OGIS
(Budget & Application) 

	
	Principal Investigator
	OGC 
	Chair/Department Head Dean
Provost
Vice President
	

	Grant Application
	
	
	OGC

	Vice President
	If application is done via online, please print and send to the OGC.

	AWARD DURATION
	
	
	
	
	

	Award Notification
	
	
	Controller’s Office
OGC

	
	

	Agreement of Terms
(Contract, sub-award, etc. agreements)


	
	
	OGC
	OGC Director
Vice President
	

	New Budget Setup Form



	
	Project Director


	Controller’s Office
	Dean

	Accessed at the Budget Office webpage

	New Account Request Form
	
	Project Director


	Controller’s Office
	
	Accessed at the Controller’s Office webpage

	Award Amendments
	
	
	Controller’s Office
OGC
	Vice President
	

	Expenditures
	
	

	Controller’s Office
OGC
	Project Director
Chair/Department Head
Dean
Vice President (for expenditures over $5,000)
	

	Financial Reporting
(Progress Reports)
	
	Project Director
	Controller’s Office
OGC
	OGC Director
Vice President
	If applicable.    



	Project Reporting
(Progress Reports)
	
	Project Director
	OGC
	OGC Director
Vice President
	If applicable.



	Time & Effort Reporting
	
	Project Director
Project Administrator(s) 
	OGC
	Chair/Department Head
	

	POST-AWARD
	
	
	
	
	

	Closeout Reporting 
(Financial & Project)
	
	Project Director
	OGC

	OGC Director
Vice President
	

	Project Evaluation
	
	Project Director
	OGC
	
	Not required, but strongly encouraged.  
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