AP8100
GRANTS AND CONTRACTS
AP8100
8100.1
All applications for grants or contracts shall be reviewed by the President prior to submittal of the grant proposal to a governmental or private agency.

8100.2
All applications for grants or contracts shall be reviewed by the Vice President for Administrative Services, prior to execution by the President.  A copy of the signed application will be kept on file in the office of the Vice President for Administrative Services.

8100.3
When the grant or contract is awarded and accepted by the institution the original will be filed with the master file in Accounting and a copy will be placed on file in the Vice President for Administrative Services.

8100.4
Upon receipt of the grant or contract, the principal accountant will arrange for a briefing with the appropriate administrator to:


1.
Determine the budget


2.
Determine fiscal reporting procedures and dates


3.
Arrange for billing information and dates


4.
Determine funding source for monies

8100.5
After this briefing the accounting office will prepare the necessary forms to set up security for Online Budgeting and Invoicing System (OBIS) and submit the budget for approval by the State Board for Community and Technical Colleges (SBCTC) for the grant or contract.

8100.6
Until the allotment request is approved by OFM the institution is not authorized to encumber or expend against the grant or contract.

8100.7
Processing Grants/Contracts

A.
Application:



1.
Forwarded to, and reviewed by, the Vice President for Administrative Services



2.
Comments to President



3.
Application forwarded for approval to grantor

B.
Grant/Contract Award Notification:



1.
Notification of acceptance award is received by the President



2.
Acceptance signed by President



3.
Grant/contract is forwarded to the Vice President for Administrative Services



4.
Principal Accountant arranges with appropriate administrator for preliminary briefing



5.
Program and department codes are assigned


C.
FINANCIAL RECORDS ESTABLISHED:



1.
Accountant will prepare FIS budget information



2.
Copy of budget is sent to appropriate administrator



3.
Upon receipt of budget, appropriate administrator is authorized to expend funds

BIG BEND COMMUNITY COLLEGE

SIGNATURE APPROVAL FOR PROPOSED GRANTS AND CONTRACTS

Before BBCC submits a grant proposal or enters into a contract, the Vice President for Administrative Services reviews the project description, proposed budget, contractual obligation, liability, restrictions on use of funds, etc., to ensure that the grant project or contract is appropriate for the college.  The Vice President’s approval is required before the President (as the Board of Trustees designee) will sign the documents.  This signature approval form is designed to facilitate the review by answering the most common questions about proposed grants and contracts.

Please fill in the information that pertains to your grant proposal or contract, and send the form with the proposal/contract document to the VP for Administrative Services.  Please allow time for review, signatures, and return via campus mail.   Call ext. 290 if you have questions or need to arrange special handling.

This is a:
    Grant proposal



    New contract



    Contract extension




Date



PROJECT INFORMATION

Granting/contracting organization:









Title of grant or contract project:









Grant/contract start & end dates:









BBCC project manager/director:




Campus ext.



BUDGET INFORMATION

BBCC contact for budget questions:




Campus ext.



Anticipated grant/contract amount:  $



Budget code:


Source of funding (check one):


Federal direct funding


Local government


Federal pass through


Private


State agency



Self support courses

Institutional match or other costs required?
   no
   yes-amount, source (budget #)

APPROVALS:

Reviewed and approved for signature:














Vice President for Admin. Services

Date
Grant Proposal/Contract approved:














President




Date
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