Personnel Checklist for Grant Applications
Disclaimer:  This checklist is intended to be a tool for discussion and should not be perceived to be inclusive of all points that need to be addressed when writing a grant.  

Grant Name: __________________________________________________

Budget Period of the Grant _______________________________________

Date of Discussion: _____________________________________________

Attending Discussion: ___________________________________________

NEW GRANT AWARD

The following should be considered and discussed with your DPH HR Classification Specialist, as it relates to your grant:

Phase I:   Developing an Grant Application Budget (Initial Grant Writing)

New Positions

□   Draft position description(s) and send to the HR Classification Specialist

□  Secure from HR an approved classification for each new position

Proposed Position Classification(s):

Brief Description of Duties
 FORMCHECKBOX 
 BEACON Number(s) Requested
 FORMCHECKBOX 
 CAP Forms Completed/Submitted to DPH Budget Office
Phase II:  Anticipatory Budget Work (Pre-NGA, High Confidence Level – See Chart)

□  Draft formal position description(s), posting form(s), and position action request(s). 
Phase III:  Project Implementation Budget Work (NGA Received)


□ Secure BEACON number(s)

□  Secure internal approvals and submit positions description(s), posting form(s)  and position action request(s) to HR. 

CONTINUTATION GRANT APPLICATION

□  Discuss any changes in grant supported personnel with HR.  
Changes in Position Classification or Supervision:   FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No


If YES, complete CAP Forms and Submit to DPH Budget Office

