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Grant Applications and Management 
 

All grant applications and all subsequent grant awards must comply with the Eastern Florida State 
College (EFSC) Board of Trustees policies, as well as the laws and administrative manuals imposed 
by the funding source. Grant principal investigators (PIs) and grant project managers (PMs) are 
responsible for administering their grant-funded projects according to College and grantor 
guidelines. All grant-funded projects must adhere to grantor guidelines for carrying out the scope of 
work, including budgetary and reporting requirements. 

 
Grants management at Eastern Florida State College is a collaborative effort between PI/PMs and 
their supervisors, the Grants Development Office staff, Accounting staff, and College administration. 
The Grants Development Office supports, but does not manage, funded projects and provides PI/PMs 
and their supervisors with an overview of pertinent federal, state, and university laws, rules, and 
regulations. All grant proposals, amendments, and contracts related to funded projects must go 
through the Grants Development Office. 

 
Purpose of Grants 

The purpose of grants is to advance the College mission and to secure support for strategic 
priorities. Each grant proposal must be reviewed in terms of the opportunity for successful award 
versus the cost of preparation and implementation of the grant. 

 
The three baseline criteria for determining if a grant should be developed are as follows: 

 
1. A proposal must be directly linked to the mission of the College. 
2. A proposal must directly impact students or Eastern Florida State College stakeholders. 
3. A proposal must have a budget, including indirect costs whenever allowed, and a 

sustainability plan or explanation of why one is not necessary beyond the funding 
period. 

 

Procedure 
 

I. Concept approval 
 

We recommend talking with a Grant Development Officer prior to initiating the process. 
 

Actions taken by prospective PI/PMs 
 

1. Submit the Grant Concept Approval form (See Appendix A) for initial approval of immediate 
supervisor. The Grants Development Office will assist in completion of the form, if requested. 
This request includes a brief project description, the amount of award that is available, a 
statement of institutional goals and objectives to be met by the proposed project, the 
anticipated number of students who will benefit, the overall impact on the College, estimated 
costs to the College, amount of match and/or in-kind, amount of indirect allowed, needed 
facilities or space requirements, personnel requirements, and faculty release time. 
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2. Submit the completed request to the Grants Development Office. If neither a PDF with the
supervisor’s signature or hard copy is possible, it is acceptable for the supervisor to forward
the Grant Concept Approval form as an email attachment and a statement giving approval for
the project to be developed.

3. At the same time, submit the funding agency’s Request for Proposals (or a link) to the Grants
Development Office.

Actions taken by Grants Development Officer 

4. The Grants Development Officer will review the Grant Concept Approval form and make a
recommendation whether to proceed with the project based on the criteria cited in the
Proposed Project Assessment. (See Appendix B.)

5. The Grants Development Officer will electronically forward the Grant Concept Approval
form to the Executive Director of Career Planning and Development Center.

Action taken by the Senior Administrator 

6. The Executive Director of Career Planning and Development Center will forward the Grant
Concept Approval form to the appropriate Vice President and copy the involved Grants
Development Officer.

7. The Vice President will determine if the College President (or delegate) supports development
of the concept into a proposal and notify the Executive Director of Career Planning and
Development Center of the decision.

II. Proposal development

After approval by the President or delegate, proposal development commences. The PI/PM 
and Grants Development Officer will determine the best strategy for proposal development 
on a case-by-case basis. In general, college-wide proposals and major federal grants are 
written by Grants Development Officers. Small requests or discipline-specific requests are 
usually written by faculty or staff members. When faculty or staff members are developing 
the proposal, an executive summary and a draft budget must be submitted to the Grants 
Development Officer thirteen (13) work days in advance of the submission deadline. This 
permits the Grants Development Officer to format the budget according to the funding 
agency’s requirements and ensure that all items such as fringe benefits and indirect have 
been included. The final narrative is needed five (5) work days in advance of the submission 
deadline, although proofreading can continue after this internal deadline. 



 

 
 
 
 

III. Submission of grant budget and proposal 
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1. At least ten (10) work days prior to the submission date, the Grants Development Officer will 
submit the budget to the Accounting and Finance Services Department for review and 
approval. Other information included in the request for budget review includes a summary of 
the project if new to the College, direct quotations from the Request for Proposal (RFP) when 
indirect is not allowed, RFP language regarding match, and proof of College approval for the 
source of match. Accounting will request other information as needed for a thorough review. 

 
2. Prior to the budget’s submission to the Accounting and Finance Services Department, if a 

grant opportunity does allow indirect costs, any requests to reduce or exclude the College’s 
standard rate in the proposal budget must be submitted to the Grants Development Officer. 
The request will then be submitted to the Executive Director of Career Planning and 
Development Center to notify the appropriate Vice President for his decision on the request. If 
a grant’s budget is $10,000 or less, the College will exclude its indirect cost for the grant. 

 
3. The Accounting and Finance Services Department will return the budget review to the Grants 

Development Officer within three (3) work days. 
 

4. The Grants Development Officer will submit the final proposal to the Executive Director of 
Career Planning and Development Center with the Accounting and Finance Services’ 
approved proposal budget. The Executive Director of Career Planning and Development 
Center will then submit the final proposal to the Vice President for the approval of the 
President or delegate at least five (5) work days prior to the due date for the final review. This 
email is copied to the Grants Development Officer. 

 
5. After approval by the President or delegate, the Grants Development Officer will ensure 

delivery of the proposal by the due date. This process may be different for grants for unique 
situations such as disasters, emergencies, and pandemics (e.g., grants related to the CARES 
Act for COVID-19 relief). Please contact the Executive Director of Career Planning and 
Development Center for specific details. 

 
6. The Grants Development Officer will provide electronic copies of submitted proposals to the 

Accounting and Finance Services Department. The Accounting and Finance Services files will 
become the official files presented for financial audit. The PI/PM’s files are the official files 
for a programmatic audit. 

 
IV. Requests for President’s Signature 

 
All grant-related requests for the President’s signature are submitted via the Grants Development 
Officers to the Executive Director of Career Planning and Development Center and the Vice 
President. Such requests include signatures on letters committing the College to participate in 
proposals submitted by other institutions, grant reports, award contracts, memoranda of 
understanding, and any other grant-related document requiring a signature. Ten (10) work days 
must be allowed. 
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V. Notification of award

Any party receiving an award notice directly will notify the Grants Development 
Office. Upon receipt of an award notice, the Grants Development Officer will notify 
the PI/PMs, their supervisors, and the Accounting and Finance Services Department. 
The Grants Development Officer will prepare award documents as required by funding 
agency. The PI/PM, Grants Development Officer, and Accounting and Finance 
Services Department will conduct a project initiation briefing to ensure everyone 
understands the essential terms and conditions of the grant, as well as their own 
responsibilities, and develop a task management plan. 

The Grants Development Officer will provide a summary of deliverables and timeline, which 
will be signed by the PI/PM and supervisor (Appendix C). A copy of the signed agreement, 
Principal Investigator/Project Manager Commitment, will be provided to the PI/PM, 
supervisor, and kept on file in the Grants Development Office. 

VI. After the award

1. The Accounting and Finance Services Department will initiate setup of the award account
within EFSC and notify the involved Grants Development Officer, Executive Director of
Career Planning and Development Center, and the PI/PM when complete.

2. Grant personnel will be processed according to the established Human Resources standards
regardless of titles or salary amounts cited in the narrative unless the funding agency requires
use of specific job titles. Positions funded by grants are in a different category
from state-funded college positions. When the grant ends, the position may cease to exist.
Different Human Resources regulations may apply to vacation and sick leave
accumulation, other benefits, and raises. Refer to Human Resources, grant language, and actual
grant award documents for specifics.

3. Any equipment purchases over $999.00 will be reviewed and approved using EFSC procedures
which will include budget and finance. EFSC Inventory Services will maintain an equipment
log.

4. Contact College Procurement for materials, supplies, and equipment that must be bid-on or
placed on a purchase order. The Procurement Services Office assists PI/PMs in obtaining items
from qualified vendors at the best price and in a timely manner. When using grant funds for
purchases, EFSC complies with the federal/state procurement rules.
Purchasing process for PI/PMs
• Obtain quotes when necessary using EFSC vendor database.
• Prepare a Purchase Requisition (PR). It is the responsibility of the requestor to include the

vendor B# and tax ID # on the Purchase Requisition.
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• Contact Procurement Services if the chosen vendor is new and not in the BANNER system.
• The Purchase Requisition must accompany this request.
• Please follow up with the vendor to ensure on-time delivery.

For questions, please contact the Director of Purchasing, extension 7147. 

EFSC cost thresholds requiring quotes. The full cost of all items listed on a vendor’s quote is 
used to determine its cost threshold level. 

Purchases up to $3,999.99 
The requesting department is encouraged to propose a vendor source that adheres to the 
College goal to seek the best value for the goods or services needed. A telephone or fax 
confirmation naming the vendor and price to College Procurement will suffice. All are 
encouraged to include Minority/Women-Owned Business Enterprise (M/WBE) and 
Service-Disabled Veteran Business Enterprise (SDVBE) vendors from the EFSC 
vendor database when contacting prospective suppliers. 

Purchases between $4,000 and $14,999.99 
Using the College approved vendor database as a reference or selected new vendors, 
the requesting department will obtain a fax, email or telephone quote from at least 
two (2) vendors for the desired commodity or service. In those rare instances when 
multiple vendors do not exist, the requestor must document the situation. All are 
encouraged to include M/WBE and SDVBE vendors. 

Purchases between $15,000 and $24,999.99 
Using the College approved vendor database as a reference or selected new vendors, 
the requesting department will obtain at least three (3) quotes for the desired 
commodity or service. Efforts should be made to insure that at least one of the three 
solicited is an M/WBE or SDVBE vendor. 

Purchases $25,000 or greater 
More than three (3) vendors shall be contacted for responses. Contact Procurement 
Services before purchasing the commodity or service. Procurement Services may elect 
to initiate a formal competitive solicitation (BID/RFP) depending upon the complexity 
of the product or service sought. Efforts should be made to obtain M/WBE and SDVBE 
responses. 

5. Allowable travel expenses follow State regulations regardless of what the funder allows.
PI/PMs are responsible for obtaining permission for travel from their supervisors, making their
own travel arrangements, and completing their own travel authorization/reimbursement forms.

6. At the completion of the grant, the grant will be closed out according to the appropriate
checklist. (See Appendix D.)
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Responsibilities 

Executive Director of Career Planning and Development Center (Supervisor of Grants 
Development Office) 

• Verifies the Grants Development Officer’s assessment of the merit of a potential project.
• Reviews proposal and budget to ensure adherence to request for proposal guidelines.
• Obtains approval from President, Vice President, or executive level staff to submit project.
• Oversees team formation of major college-wide projects and follow through after award.

Grants Development Officer 

1. Identifies and disseminates information on sources of funds.
2. Seeks funding opportunities by routinely reviewing appropriate resources.
3. Informs grant seekers about grant opportunities.
4. Reviews/recommends proposal ideas. Determines alignment with College priorities

in conjunction with College administrators.
5. Obtains current guidelines and assists grant seekers in adherence.
6. Reviews and edits document proposals (includes TRiO and Perkins grants).
7. Assists all PI/PMs with adherence to deadlines for submission and reporting.
8. Provides Accounting and Finance Services Department with all documents needed to

complete their official files on all pending and externally funded projects.
9. Shares responsibility with PI/PMs for submitting proposals to renew ongoing projects.

Provides PI/PMs with dates for submission and ongoing deadlines for reporting to
ensure adequate time for all departments to review before submission.

10. Assists in the development of measurable project objectives and activities to ensure
alignment with grant specifications.

11. Collaborates on developing the budget with PI/PM and confers with Accounting
and Finance Services Department.

12. Coordinates and compiles the final proposal for submission (does not include TRiO or
Perkins grants), ensuring it meets the guidelines.

13. Notifies the PI/PM, the PI/PM’s supervisor, the appropriate vice president, and the
Executive Director of Career Planning and Development Center after being informed by
Accounting that spend down of grant funds and match is not on track (does not include
TRiO or Perkins grants).

14. Maintains hard and electronic file copies of all pending, funded, and unfunded proposals
submitted.

15. Provides ongoing grant management and reporting support upon request.
16. Assumes (or delegates as appropriate) official contact with funding agency should a 

problem develop.
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Principal Investigator/Project Manager 

Qualifications: 
• Knowledgeable in subject area.
• Must have supervisor’s approval to serve as PI/PM or be hired by College to serve as PI/PM.
• In order to apply for a major federal grant with external partners, the prospective PI/PMs

should have experience managing collaborative projects.

Responsibilities: 
1. Provides subject matter expertise and is responsible for project implementation.
2. Adheres to specifications of grant proposal.
3. Adheres to implementation requirements.
4. Completes narrative sections of all reports in a timely manner. Grants Development

Office can assist with the edit and review of all narrative sections when received in a
timely manner.

5. Performs day-to-day implementation, management, and assessment of the defined project.
6. Maintains detailed files of project activities.
7. Assumes responsibility for timely submission of all required reports to the funding agency.
8. Submits copies of all required reports to the Grants Development Office and supervisor.
9. Uses P-card (if issued) within constraints of approved budget.
10. Communicates with the Grants Development Office, Accounting, and immediate

supervisors.
11. Notifies the Grants Development Office immediately when there is the potential for a

project to be out of compliance.
12. Notifies Accounting immediately if the funding agency announces an intention to audit the

program.
13. Maintains official contact with the funding agency regarding all matters related to the

project.
14. Submits budget changes when required by the funding agency to the Grants Development

Office for approval by Accounting and Finance Services Department.
15. Shares responsibility with the Grants Development Office for submitting proposals to

renew ongoing projects.
16. Maintains grant records for three years or as specified in each agreement. More details are

available in the College Procedure Manual.

NOTE: All PI/PMs and their supervisors will sign an agreement specifying the 
expectations required by the grant (Appendix C). Supervisors will consider a PI/PM’s 
performance on the grant during his or her annual review. 

If the PI/PM is not available when a grant is awarded, an interim principal investigator 
will be immediately assigned by the supervisor. The supervisor or designee assumes all PI/ 
PM functions until the substitution has been established. 
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PI/PM Supervisor 

1. Reviews summary of deliverables for funded grants.
2. Reviews the PI/PM’s reports to funding agency prior to submission.
3. Alerts the Grants Development Office should the PI/PM become unable to continue.
4. Reviews progress toward deliverables with the PI/PM during annual evaluation.
5. Takes action to ensure PI/PM is conducting grant activity when notified by Grants

Development Office that spend down is not on track.
6. Designates a substitute PI/PM immediately when the original designee has left the

College or for other causes is not available. The supervisor or designee assumes all PI/
PM functions until the substitution has been established.

Accounting and Finance Services Department 

1. Responds within three (3) work days regarding requests for budget approval.
2. Reviews the pre-submission budget submitted by the Grants Development Office and

requests revisions as needed.
3. Monitors all financial aspects of grants and agreements, including matching funds, in- 

kind contributions, and indirect costs.
4. Notifies the Grants Development Office when spend down of grant funds or match

funds does not seem to be on track.
5. Reviews all expenditure requests for compliance and available funding.
6. Prepares expenditure and financial status reports as necessary.
7. Prepares requests for reimbursement.
8. Reviews documentation to ensure proper accounting for grant funds and assets.
9. Manages financial reporting for federal, state, and local grants.
10. Arranges for audits as required for grants on a timely basis.

Links to Federal and State Regulations Frequently Referenced in Awards 

Federal Laws Related to Grants 

e-CFR Electronic Code of Federal Regulations Title 2: Grants and Agreements
https://www.ecfr.gov
PART 200—UNIFORM ADMINISTRATIVE REQUIREMENTS, COST PRINCIPLES, AND
AUDIT REQUIREMENTS FOR FEDERAL AWARDS

State of Florida 
Project Application and Amendment Procedures for Federal and State Programs 
(Also known as the Green Book) 
http://www.fldoe.org/finance/contracts-grants-procurement/grants-management/project- application-
amendment-procedur.stml  



Grants Procedures Manual 

Page | 10 Rev. 11/2020 

 

 

Eastern Florida State College Procedures Manual - Directives 

219 Donations. The President of the College controls the fund-raising activities (SACSCOC R5.2.c) 
 
219.1 Donations: A donation is considered to be any monies, equipment, materials, supplies, 
publications, documents, real estate or other items given (without remuneration) to any unit of Eastern 
Florida State College or to the Eastern Florida State College Foundation by an individual or an 
organization. The EFSC Foundation is classified as a non-profit institution 

 
219.4 Solicitation of Private Funding Fundraising activities and gifts received shall support the 
mission and goals of Eastern Florida State College. The President shall establish procedures for 
fundraising, and for grants and contracts procurement. These procedures should be disseminated to 
College personnel upon commencement of employment, and thereafter as deemed necessary by the 
President. The Eastern Florida State College Foundation is the College's primary vehicle for solicitation 
of private grants from individuals and from local corporations and foundations. The EFSC Development 
Office will assist in private solicitation, as well as government grant procurement. 

 
220 OVERVIEW GRANTS AND CONTRACTS. The College maintains a sound financial based and 
demonstrated financial stability to support the mission of the College and the scope of its programs and 
services. (SACSCOC R13.1 and R13.2) The College will frequently seek grants and contracts from 
external resources to supplement the budget and enhance the opportunity to develop new programs and 
services. 

 
220.1 Purpose. The Grants/Development Office in conjunction with the Accounting Department must 
review all externally funded grant and contract proposals prior to submission to ensure compliance with 
established institutional procedures prior to submission. Grant proposals that conflict with or 
compromise EFSC mission and goals will not be processed. 

 
For more information, please refer to the Grants and Contracts section in EFSC Procedures Manual. 

 

Common Acronyms 
 

AG: Auditor General (title for State of Florida officer responsible for audits) 
CFR: Code of Federal Regulations 
Co-PI: Co-Principal Investigator 
EDGAR: Education Department Generation Administrative Regulations 
FPO: Federal Program Officer 
GAN: Notice of Grant Award 
M/WBE: Minority/Women-Owned Business Enterprise 
OMB: Office of Management and Budget 
OIG: Office of Inspector General 

(the position in federal agencies that conducts audits) 
PI: Principal Investigator (Grant Project Lead Manager) 
RFP: Request for Proposals 
SDVBE: Service-Disabled Veteran Business Enterprise 
SGA: Solicitation for Grant Applications 
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APPENDIX A 
Grant Concept Approval Form 

Project Name: Click here to enter text. 
 

Date: Click here to enter a date. 
 

Instructions: Please submit this completed form to the Grants Development Office with a copy of or 
link to the Request for Proposals and receive concept approval before writing full grant proposal. 

 
1. Funding agency Click here to enter text. 

2. Amount of funding allowed; base amount requested; indirect rate requested; or any continuing 
obligation to the College after the life of the grant: Click here to enter text. 

3. Project start and end dates: Click here to enter text. 
 

4. Proposal submission dates: (Including Letter of Intent or Preliminary Proposal) 
 

Click here to enter text. 
5. Project overall purpose, alignment with College mission, number ofstudents benefiting: 

 
Click here to enter text. 

6. Office or department responsible for budget: Click here to enter text. 
 
7. Faculty or staff member(s) assigned as principal investigator/project manager(s): 

Click here to enter text. 

8. Explain impact on facilities and departments involved. What discussion regarding this project 
has occurred with these departments? 

Click here to enter text. 

9. Briefly explain match dollars, anticipated areas and specific personnel: 

Click here to enter text. 
 

Signature of Requestor  Date  

Signature of Immediate Supervisor  Date  

Signature of Vice 
President, EFSC 

 Date  



Grants Procedures Manual 

Page | 12 Rev. 11/2020 

 

 

APPENDIX B 
Proposed Project Assessment Criteria 

 
Factors Weighted Decision Criteria 

 Negative Neutral Positive 
1. Fit with College 
mission, strategic plan 
and research findings 

Does not align 
with the College 
mission and plan 

Marginally 
matches the 
College mission 
and plan 

Helps fulfill the 
College mission 
and plan 

2. Background (expertise 
of College in project area) 

Weak or totally 
new area to 
College 

Average 
experience in this 
area 

Strong expertise 
in this area 

3. Proposed College 
Principal 
Investigators/Program 
Managers 

Poor in-house 
team 

Good in-house 
team 

Excellent in-house 
team 

4. Financial Potential Poor short- and 
long-term 
potential, likely 
to cost College 

Questionable 
short- and long- 
term potential 

Excellent short- 
and long-term 
potential, likely 
to yield a margin 

5. Team members 
(College's partners) 

Partners 
weaken effort 

Partners have no 
major impact 

Partners 
strengthen effort 

6. Advance information 
on RFP (adequate 
information to respond) 

Did not expect 
RFP, unprepared 

Generally up to 
date with RFP, no 
major negatives 

Good favorable 
information, 
ready to respond 

7. Competitive 
assessment (competition 
and funding 
probabilities) 

Competition is 
very strong, odds 
under 10% 

Open 
competition, odds 
are 10-50% 

Open 
competition, odds 
exceed 50% 

8. Capability to effectively 
respond 

Do not have staff 
time to adequately 
respond 

Stresses staff 
time, but are able 
to respond 

Have staff time to 
develop proposal 

9. Funding agency 
contact, history and 
rapport 

College is 
unknown to this 
agency and staff 

College is known 
to this agency and 
staff 

College has well- 
developed 
relationship with 
agency and staff 

10. College Resources 
(space, personnel, 
matching funds) 

Requires 
significant 
investment of 
College resources 

Requires marginal 
investment of 
College resources 

Requires minimal 
investment of 
College resources 

11. Indirect 
(33.8% on campus 
13% off campus 
Effective June 2020) 

Indirect not 
allowed. Does not 
fund full cost of 
program 

Indirect cost 
allowed but 
limited by 
granting agency 

Indirect fully 
funded 
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APPENDIX C 
Principal Investigator/Project Manager Commitment 

Grant Name (as submitted to funding agency): 
 

EFSC Grant Nickname: 
 

Principal Investigator/Project Manager: 
 

Principal Investigator/Project Manager’s Supervisor: 
 

Funding Agency: 
 

Funding Agency Contact: 
Telephone: 
Email: 

 
Grant Start Date: 
Grant End Date: 

 
Total Award: 

 
Projected Annual Amounts and Renewal Dates: 

 
Summary of Grant: 

 
Specific deliverables including all required reports and date due: 

 
DELIVERABLES DATE DUE 

  
  
  
  

Table to be expanded as needed 
 

Delivery Method of Documents: (i.e., email, portal, etc.; should also specify the responsible parties) 
 
Meeting Dates: 

• Date 1 (within three days of award notification – to review RFP and create draft schedule; should 
include PI/PM and Grants team) 

• Date 2 (within one week of award notification – kickoff meeting to review RFP and finalize 
schedule; should include all involved parties, such as PI/PM, PI/PM’s supervisor, Grants, 
Accounting, etc.) Note: the schedule should allow ten work days for Grants/Accounting review and 
administrative approval. 

 
Special Alerts: (Examples: commitments to send press releases to area media, to post the funder’s logo at 
funded events, to include notice of funding source in all printed materials related to the project. Write 
“none” if not applicable.) 
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• ALERT 1 
• ALERT 2 

 
The principal investigator/project manager for this grant commits to the following: 
• Read the proposal. 
• Follow the award agreement from the funding agency. 
• Implement the program activities as described in the proposal. If adjustments are needed, 

confer with the funding agency and the Grants Development Office to determine how much 
flexibility is allowed before a formal amendment is required by the agency. 

• Submit the deliverables described in Section I on time. 
• Spend award as intended by the funding agency in a timely fashion. 
• If issued a P-card, purchase only those items the funding agency allows. 
• Track P-card purchases in advance of monthly bill to avoid overspending. 
• Submit all forms, receipts, and P-card reports to Accounting on time. 
• Track all data required in the final report from the start of the grant. 
• Submit draft version of all reports to Grants Development Office prior to final 

submission to funding agency 
• Submit all reports to the funding agency on time and provide copies to the Grants 

Development Office, Accounting, and Supervisor. 
• Alert Grants Development Office upon the first indication that the number of 

participants is lower than expected. 
• Conduct all project activities required by the Special Alerts in Section I. 
• Notify the Grants Development Office should there be an unexpected change (e.g., the 

PI/PM becomes unable to manage the grant on a short-term basis). 
• Allow Accounting two weeks to produce financial reports required by the funder. 
• Allow two weeks to obtain the President’s signature on reports when required. 
• Read the proposal and conduct the project. 

The PI/PM’s supervisor commits to the following: 
• Review summary of deliverables for funded grants. 
• Review the PI/PM’s reports to funding agency prior to submission. 
• Alert Grants Development Office should the PI/PM become unable to continue. 
• Review progress toward deliverables with the PI/PM during annual evaluation. 
• Take action to ensure PI/PM is conducting grant activity when notified by Grants 

Development Office that spend down is not on track. 
• Designate a substitute PI/PM immediately when the original designee has left the College or 

for other causes is not available. The supervisor or designee assumes all PI/PM functions until 
the substitution has been established. 

 
 
 

X X 
Principal Investigator/Project Manager Signature Supervisor Signature 

  

Printed Name and Date (note above) Printed Name and Date (note above) 
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APPENDIX D 
Close Out Checklist 

 
 
 

Close out Checklist 
ü Action Responsible Party 

 Submit draft of final report to Grants Development Office PI/PM 
 Review draft of final report Grants Development 
 Prepare and finalize all fiscal documentation required by the 

funding agency 
Accounting 

 Prepare final activity/progress reports PI/PM 

 Review final budget and work to address any negative accounts, 
encumbrances, and requisitions (principal investigator) 

Accounting and 
PI/PM 

 Review budget to ensure that all expenses have been 
posted, including p-card purchases 

PI/PM 

 Complete and submit paperwork to remove personnel from 
grant paid employment 

PI/PM’s Supervisor 

 Complete and submit final narrative report to agency PI/PM 
 Review grant financial files for completeness and accuracy Accounting 
 Log equipment and verify current location Inventory Services 
 Inform Director of Facilities of all inventories, release of space, 

etc. related to the grant/project 
PI/PM’s Supervisor 

 Complete and close project master file (correspondence, reports, 
inventories, etc.) and prepare copies for appropriate distribution 

PI/PM 

 Send copy of final close out report to both Accounting and the 
Grants Development Office 

PI/PM 
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APPENDIX E 
General Education Provisions Act (GEPA) 

 
OMB Control No. 1894-0005 (Exp. 04/30/2020) 

NOTICE TO ALL APPLICANTS 
 

The purpose of this enclosure is to inform you about the 
following provision in the Department of Education's 
General Education Provisions Act (GEPA) that applies to 
applicants for new grant awards under Department 
programs. This provision is Section 427 of GEPA, 
enacted as part of the Improving America's Schools Act 
of 1994 (Public Law (P.L.) 103-382). 

To Whom Does This Provision Apply? 
Section 427 of GEPA affects applicants for new grant 
awards under this program. ALL APPLICANTS FOR 
NEW AWARDS MUST INCLUDE INFORMATION 
IN THEIR APPLICATIONS TO ADDRESS THIS 
NEW PROVISION IN ORDER TO RECEIVE 
FUNDING UNDER THIS PROGRAM. 

 
(If this program is a State-formula grant program, a State 
needs to provide this description only for projects or 
activities that it carries out with funds reserved for State- 
level uses. In addition, local school districts or other 
eligible applicants that apply to the State for funding need 
to provide this description in their applications to the State 
for funding. The State would be responsible for ensuring 
that the school district or other local entity has submitted 
a sufficient section 427 statement as described below.) 

What Does This Provision Require? 
Section 427 requires each applicant for funds (other than 
an individual person) to include in its application a 
description of the steps the applicant proposes to take to 
ensure equitable access to, and participation in, its 
Federally-assisted program for students, teachers, and 
other program beneficiaries with special needs. This 
provision allows applicants discretion in developing the 
required description. The statute highlights six types of 
barriers that can impede equitable access or participation: 
gender, race, national origin, color, disability, or age. 
Based on local circumstances, you should determine 
whether these or other barriers may prevent your students, 
teachers, etc. from such access or participation in, the 
Federally-funded project or activity. The description in 
your application of steps to be taken to overcome these 
barriers need not be lengthy; you may provide a clear and 
succinct description of how you plan to address those 
barriers that are applicable to your circumstances. In 
addition, the information may be provided in a single 
narrative, or, if appropriate, may be discussed in 

connection with related topics in the application. 

Section 427 is not intended to duplicate the requirements 
of civil rights statutes, but rather to ensure that, in 
designing their projects, applicants for Federal funds 
address equity concerns that may affect the ability of 
certain potential beneficiaries to fully participate in the 
project and to achieve to high standards. Consistent with 
program requirements and its approved application, an 
applicant may use the Federal funds awarded to it to 
eliminate barriers it identifies. 

 
What are Examples of How an Applicant Might 

Satisfy the Requirement of This Provision? 
The following examples may help illustrate how an 
applicant may comply with Section 427. 

1) An applicant that proposes to carry out an adult 
literacy project serving, among others, adults with limited 
English proficiency, might describe in its application how 
it intends to distribute a brochure about the proposed 
project to such potential participants in their native 
language. 

 
2) An applicant that proposes to develop instructional 
materials for classroom use might describe how it will 
make the materials available on audio tape or in braille for 
students who are blind. 

 
3) An applicant that proposes to carry out a model 
science program for secondary students and is concerned 
that girls may be less likely than boys to enroll in the 
course, might indicate how it intends to conduct 
"outreach" efforts to girls, to encourage their enrollment. 

 
4) An applicant that proposes a project to increase 
school safety might describe the special efforts it will take 
to address concern of lesbian, gay, bisexual, and 
transgender students, and efforts to reach out to and 
involve the families of LGBT students 

 
We recognize that many applicants may already be 
implementing effective steps to ensure equity of access 
and participation in their grant programs, and we 
appreciate your cooperation in responding to the 
requirements of this provision. 

 
Estimated Burden Statement for GEPA Requirements 

According to the Paperwork Reduction Act of 1995, no persons are required to respond to a collection of information unless such collection displays a valid OMB 
control number. Public reporting burden for this collection of information is estimated to average 1.5 hours per response, including time for reviewing 
instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. The 
obligation to respond to this collection is required to obtain or retain benefit (Public Law 103-382. Send comments regarding the burden estimate or any other 
aspect of this collection of information, including suggestions for reducing this burden, to the U.S. Department of Education, 400 Maryland Ave., SW, 
Washington, DC 20210-4537 or email ICDocketMgr@ed.gov and reference the OMB Control Number 1894-0005. 
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APPENDIX F 
Sample Federal Grant Application Form 

CERTIFICATION REGARDING LOBBYING 
 

Certification for Contracts, Grants, Loans, and Cooperative Agreements 
The undersigned certifies, to the best of his or her knowledge and belief, that: 
(1) No Federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, to any 
person for influencing or attempting to influence an officer or employee of an agency, a Member of Congress, an 
officer or employee of Congress, or an employee of a Member of Congress in connection with the awarding of any 
Federal contract, the making of any Federal grant, the making of any Federal loan, the entering into of any 
cooperative agreement, and the extension, continuation, renewal, amendment, or modification of any Federal 
contract, grant, loan, or cooperative agreement. 
(2) If any funds other than Federal appropriated funds have been paid or will be paid to any person for 
influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or 
employee of Congress, or an employee of a Member of Congress in connection with this Federal contract, grant, 
loan, or cooperative agreement, the undersigned shall complete and submit Standard Form-LLL, ''Disclosure of 
Lobbying Activities,'' in accordance with its instructions. 
(3) The undersigned shall require that the language of this certification be included in the award documents for 
all subawards at all tiers (including subcontracts, subgrants, and contracts under grants, loans, and cooperative 
agreements) and that all subrecipients shall certify and disclose accordingly. This certification is a material 
representation of fact upon which reliance was placed when this transaction was made or entered into. Submission 
of this certification is a prerequisite for making or entering into this transaction imposed by section 1352, title 31, 
U.S. Code. Any person who fails to file the required certification shall be subject to a civil penalty of not less than 
$10,00 0 and not more than $100,000 for each such failure. 
Statement for Loan Guarantees and Loan Insurance 
The undersigned states, to the best of his or her knowledge and belief, that: 
If any funds have been paid or will be paid to any person for influencing or attempting to influence an officer or 
employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member 
of Congress in connection with this commitment providing for the United States to insure or guarantee a loan, the 
undersigned shall complete and submit Standard Form-LLL, ''Disclosure of Lobbying Activities,'' in accordance 
with its instructions. Submission of this statement is a prerequisite for making or entering into this transaction 
imposed by section 1352, title 31, U.S. Code. Any person who fails to file the required statement shall be subject to 
a civil penalty of not less than $10,000 and not more than $100,000 for each such failure. 

 

* APPLICANT'S ORGANIZATION 

* PRINTED NAME AND TITLE OF AUTHORIZED REPRESENTATIVE 

Prefix: * First Name: Middle Name: 

* Last Name: Suffix: 

* Title: 

 
* SIGNATURE: * DATE: 

 




