Purchasing/Facility Management 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: ___________________________________________

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

	Worksite:  □ Central Office - Room# _________     □ Regional Office    □ Home Office

□ Branch Head Approval



If home-based:  
Street Address _____________________________






City/State/Zip  _____________________________





Home Phone   ______________________________

	Furniture:   
□ None Needed

□ New Arrangement



□ Describe Need _____________________




______________________________________



	Furniture

□ Central Office _______________________________________________

□ Home Office ________________________________________________



□ Regional Office ________________________________

	Desk Supplies




Phase II:  Anticipatory Budget Work (Pre-NGA, High Confidence Level – See Chart)

□  Draft orders for items listed above, based on anticipated employment of grant supported positions.

□  Secure office space.

□  Make arrangements for loaner computer equipment until grant supported purchases can be arranged. 

Phase III:  Project Implementation Budget Work (NGA Received)

□  Place orders for items listed above, based on employment of grant supported positions. 

