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Grant Award Checklist

This checklist is for a meeting with your bookkeeper or accountant about their role in the process.

Funder: ____________________________________________ Date: ____________


· Note any drawdown dates for the funding. This may include reporting for the funder. 

__________________________________________________________________

· Note the date that the final accounting report is due. 

__________________________________________________________________

· Note all award requirements and compliance issues, often a component of government funding.

__________________________________________________________________

__________________________________________________________________


· Set up reports that will cover expenditures by project, including time/cost vs budget.

__________________________________________________________________


· Develop a way to flag unusual activity, e.g. cost overruns. Then there will be a record to reference when preparing a report.

__________________________________________________________________


· Define strong lines of communication between accounting and those responsible for meeting the program’s goals and objectives.

__________________________________________________________________

We recommend that your accountant: 
· tracks expenses in real time; 
· continually tracks both time and effort against project goals and objectives; 
· maintains spending transparency;
· sets reminders for drawdown deadlines, and,
· fosters shared data and open communications, particularly with partners.
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