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The grant policy is designed as a post-award reference tool for all sponsored awards. Sponsors typically require periodic administrative and financial reports and have strict expenditure guidelines. Most awards are funded by a federal, state, or private agency, either directly or as flow­ through from another agency.

This policy will allow the President, the Chief Academic Officer, and the CFO to conduct the activity proposed while complying with the associated rules and regulations of the sponsor.  Because of their responsibility, the Executive Director and CFO should know the agency regulations applicable to each grant.

The grant will not be established in the accounting system until it is fully executed by both parties and funded. Each Grant will be accounted for with a separate line item in QuickBooks. Once established, the success depends on the staff's ability to carry out the project through proper stewardship of the funds; therefore, proper support and oversight are essential.

The staff's responsibility is to ensure routine administrative and financial matters are completed according to the sponsor's policies. Day-to-day management should include, but is not limited to, the following:

-Establishing, communicating, and enforcing policies and procedures consistent with federal, state, sponsor, and the College's regulations;

-Facilitating budget activities of the grant, including approval of expenses based on the allowability of the expense according to grant rules and the reasonability of an expense to ensure good stewardship;

-Preparing and submitting administrative and financial reports and invoices as stipulated by the sponsor in a timely manner;

-Following up with the sponsor on any delinquent payments;

-Maintaining a federally mandated after-the-fact effort reporting system;

-Closing out expired projects, including submission of final administrative and financial reports and disposition of remaining balances;

-Retaining award documentation and financials for the required timeframe after closeout. Three years after the fiscal year-end, the award closed out, or longer, per sponsor guidelines.
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