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PURPOSE

The purpose of this policy is to provide guidance in the development, approval and management of grants executed by the Division of Public Health (DPH) in the procurement of program receipts. The goal is to develop grant applications which are approvable, viable and ready to implement upon execution. 

This document is a primer for the Grant Manager who has primary responsibility for a federal grant, or who may share in the responsibility. The guidance and timelines are also applicable to non-federal grants. This is not a replacement for specific training necessary to be an effective Grant Manager.
POLICY

DPH requires all applications for funding from external funding agencies be reviewed and approved by the Division and Department of Health and Human Services (DHHS).  In addition, DPH requires the DPH Business Office and Human Resources (HR) be included in discussions early in the grant writing process. 

All grant activities and receipts are subject to rules, policies and processes established by the Office of State Budget and Management and the DHHS Business Plan. 

ROLES AND RESPONSIBILITIES

Grant Manager - Coordinate the development and management of a grant cycle, including the involvement of appropriate personnel in the application development process, writing and/or coordinating the development of the grant application, securing appropriate internal approval, implementing and monitoring grant activities, and ensuring accuracy of grant reports.  This person may be called the grant writer or grant administrator, and may serve as the principle investigator (PI). 

Branch Operations Coordinator – Provide input into the grant development and submission process, including direction to appropriate DPH Business Office personnel based on grant deliverables.  This person may also be called the branch operations manager.  

DPH Grants Coordinator – Provide technical assistance to DPH staff in applying for and managing grants.  Coordinate the Division and Department level grant review and approval process. The DPH Grants Coordinator is the liaison to the department during the review and approval process.  The DPH Budget Office must review and approve budget information prior to its submission to DHHS Budget and Analysis.  If information is requested by DHHS Budget and Analysis, notify the DPH Grants Coordinator, who will secure DPH Budget Office approval and forward to Budget and Analysis.
DPH Budget Officer – Advise Grant Manager in budget preparation, review final application, and provide fiscal support during grant cycle.
DHHS Grants Coordinator, DHHS Budget and Analysis – Review, approve and secure the secretary’s signature approval.

DHHS Controller’s Office – Liaison to federal granting, agencies, including reporting, preparing and submitting Financial Summary Reports (FSR), and end of project reports. 

	Important deadlines:

1. The Notification of Application for Grant Funds/Awards (606A) is due to the DPH Grants Coordinator one month prior to the application deadline.

2. The completed application package, including all approvals at the section level, is due to the DPH Grants Coordinator at least twenty (20) days prior to the application deadline.

3. Additional intermediate deadlines may be included in the Program Announcement which are pre-requisites to the final application deadline. 

If the Program Announcement is issued late making deadlines unrealistic, contact the DPH Grants Coordinator.  The DPH Grants Coordinator will work with program staff to facilitate the timely submission of a grant application.


The procedures for the grant application process are detailed in separate documents as listed below:
Procedure for Applying for a Grant 

Procedure for Preparing to Receive a Grant 

Procedure for Implementing a Grant 

Procedure for Managing a Grant 

Procedure for Closing Out a Grant  

Document History

8/25/2008:
Initial approval of procedure
2/23/2009:
Revision 1
1/16/2013:
Revision 2






Page 1 of 2
Page 2 of 2

