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 Policy Considerations for Grants

	
All grants the City applies for must have a completed Grant Tracking Form 1: APPLICATION turned into the Grant Coordinator before a grant application is submitted.  This form must be signed by both the Project Manager’s Department Head and the City Manager before it can be turned into the Grant Coordinator. Copies of all grant documents and the application must be included with this form.

	1. BASIC INFORMATION

	Name of Grant
	
	Amount of Grant
	


	Managing Department
	
	Project Manager
	

	Awarding Agency
	
	Application
Due  Date
	

	Estimated
Award Date
	
	Estimated Completion Date
	

	Amount of
City Match
	
	Match Budgeted or Supplemental?
	

	2. POLICY IMPACTS OF GRANT

	Number of staff working on app.
	
	Hours estimated to complete app.
	

	Direct cost
of grant application
	
	Line item
costs paid from
	

	Cost of Project Mgmt, Design, etc.?
	
	Line item 
costs paid from
	

	Is application a binding document?
	
	Term of Funding
	

	List all policy implications associated with this grant in the lines below.  Examples include considering the ongoing maintenance costs of any funded projects, impacts to the City’s information technology systems, and plans for funding positions created by the grant beyond the term of the grant.  Sample Policy Considerations are included on Page 3 of this form. Attach additional documents if more space is needed.

	1.


	2.


	3.


	4.

	3. SIGNATURES

	Department Head
	
	Date
	


	City Manager
	
	Date
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GRANT TRACKING FORM 1: APPLICATION



	Revised: 12/05/2011
	
All grants the City receives must have a completed Grant Tracking Form 2: AWARD.  Project Managers are responsible for filling out this form and submitting it to the City’s Grant Coordinator before any work funded by the grant is performed and before any money from the grant is received.  The Finance Department must sign this form before it can be turned into the Grant Coordinator.  Copies of all Grant Award Documents must be included with this form as attachments.


	1. BASIC INFORMATION

	Name of Grant
	
	Amount 
	


	Awarding Agency
	

	Award Date
	

	Managing Department
	
	Project Manager
	

	Estimated Project Start Date
	
	Estimated Completion Date
	

	2. FINANCE INFORMATION (FINANCE DEPARTMENT)

	Budget
Line – Item
	
	Is Supplemental Needed?*
	

	Cost Center Number
	
	Account Number
	

	Finance Dept. Signature
	
	Date
	

	3. GRANT INFORMATION

	Amount of 
City Match
	
	Amount for Administration   
	

	Subgrantee or Direct Recipient?**
	
	Grant Funded
 or Reimbursed
	

	Does the City Submit Invoices?
	
	Dates Invoices 
to be Submitted
	

	Metrics Required
 to be Reported
	
	Dates of 
Metric Reporting
	

	Reporting Agency and Website
	
	      Special              Provisions***
	



     *  If a Supplemental is needed, it is required to go to Council along with the item approving the receipt of grant funds.
   **  If the City is a Subgrantee, include the Subgrantee Agreement with this form.  Also include information about the  	       source of funding for the Subgrantor.
***  List all special provisions, such as Davis-Bacon or Buy American, or Special Purchasing Provisions associated with the    grant.  Attach additional documents if more space is needed. 
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 GRANT TRACKING FORM 2: AWARD


The following is a list of Policy Questions Project Managers and Department Heads should consider when completing Grant Tracking Form 1: Application.  The list is not all-inclusive and Project Managers and Department Heads can insert policy considerations not listed as part of their Form 1 responses.  
1. Is the project consistent with the City’s Strategic Plan, Visioning Document, and other master plans?
2. If the grant is awarded, will the City be responsible for funding additional costs in project management, administration, design, and so forth?
3. If the grant will be used to fund a capital improvement project:
a. Has the project already been adopted in the Five-year CIP? 
b. Will this project affect the completion dates of projects in the Five-year CIP?
c. Is the grant available within the timing priorities of the Five-year CIP?
4. Can matching fund requirements be absorbed by existing appropriations?
5. Can personnel requirements be accommodated with existing staff?
6. If additional staff is added, what is the funding strategy for that position post-award?
7. Can the project be completed without incurring unbudgeted ongoing maintenance costs or creating other future funding obligations?
8. Can capital assets purchased, constructed, or acquired through donation be replaced without compromising future Departmental or Citywide budget priorities?
9. Will computer systems or related technology acquisitions meet the City’s technology standards?
10. Can the City’s current computer and information systems handle the programs, databases, 
network strains, or other system requirements created by the project implemented with this 
grant?
11. Will the grant project only commit resources managed by the department applying for the grant?
12. Does the benefit of the grant significantly outweigh the cost of related grant administration?  		
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