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(979) 230-3313
 

GRANT FILE CHECKLIST
 
Funder Name:  _________________________________________
 
Funder Contact Info:  ___________________________________

BC Project Director:  ____________________________________

BC Contact Info:  _______________________________________

Date of records submission:  _____________________________
 
Each of Brazosport College's grant funded program is to have a complete centralized grant file maintained in the Grant Administration Office and must include the records listed below.  

Program directors should organize their files based on the following categories and complete this form indicating the folder number that contains each type of documentation.
 
1.       Pertinent funder’s Rules & Regulations  (Folder #__)
 
2.       RFP and/or Federal Register announcement  (Folder #__)

3.       Correspondence file  (Folder #__)

4.       Draft narrative  (Folder #__)

5.       Budget notes  (Folder #__)

6.       Program and staff notes  (Folder #__)

7.       Final narrative & full application  (Folder #__)

8.       Final budget and related forms  (Folder #__)

9.       Original contracts & award letters  (Folder #__)

10.     Timeline chart and logic/outcome chart  (Folder #__)

11.     Quarterly & annual reports  (Folder #__)

12.     BC Annual internal review notes and reports (Folder #__)
