SUB-GRANTEE INTERNAL READINESS ASSESSMENT TOOL
Project Name: [Insert Grant/Project Title]
Assessment Date: [Insert Date]
Reviewers/Leadership Team: [Insert Names/Titles]

Section 1: Strategy & Mission
	Assessment Question
	Status
(Ready / Gap / NA)
	Notes / Action Items
	Assigned Owner

	Mission Alignment: Does this project advance our core organizational goals, or are we chasing funding outside our mission and expertise?
	
	
	

	Sustainability Plan: What happens to the project staff and activities once this specific grant funding ends?
	
	
	

	Partnership Risks: Are we comfortable with the reputation, work ethic, and compliance history of the prime grantee or other stakeholders?
	
	
	

	Leadership Approval: Does leadership approve of this partnership?
	
	
	



Section 2: Staffing & Capacity Alignment
	Assessment Question
	Status
(Ready / Gap / NA)
	Notes / Action Items
	Assigned Owner

	Personnel Availability: Do current staff members have the open hours required to execute the project activities on time? Will new staff hires be required? 
	
	
	

	Program Implementation Skills Check: Does our team possess the subject matter skills (recruitment, training, mentoring, etc.) skills required to implement the proposed workforce development activities or will we need to rely on partners or explore hiring additional staff?

	
	
	

	Project Coordination Skills Check: Does our team possess the training and coordination skills required to manage grant activities, or will we need to rely on partners or explore hiring additional staff?
	
	
	

	[bookmark: _Int_9qTpl94A]Environmental Factors: What locals or bargaining units should participate? Are there internal relationships that need to be built or strengthened first? Are there any bargaining, election or fiscal year budget timelines to consider? Is there a joint labor management committee to consult?
	
	
	

	CBA: What is in the current collective bargaining agreement that supports workforce development and training? 
	
	
	

	[bookmark: _Int_sjuF2dKT]Grant Administration Who will own the grant administration responsibilities of tracking deadlines, writing reports, and keeping organized records?
	
	
	

	Effort Tracking: Do we have a reliable mechanism to track and log staff hours dedicated to this project as well as project targets and deliverables? 
	
	
	


Section 3: Financial Infrastructure
	Assessment Question
	Status
(Ready / Gap / NA)
	Notes / Action Items
	Assigned Owner

	Cash Flow Runway: Can our bank account cover XX days of project expenses upfront while waiting for reimbursement, if necessary? 
	
	
	

	System Capability: Can our current accounting software isolate and track these grant funds separately from our general budget?
	
	
	

	Match Verification: If a financial match is required, where exactly will those cash or in-kind resources come from?
	
	
	

	Separation of Duties: Do we have enough staff to separate financial roles, ensuring the person approving expenses isn't the one writing checks?
	
	
	

	Other Compliance Policies and Protocols: Based on the reporting and compliance requirements listed in the RFP, do we have approved policies in place? 
	
	
	





Assessment Summary & Next Steps
· Total "Ready" Scores: ______
· Total "Gap" Scores: ______
· Critical Gaps to Resolve Before Proposal Submission:
1. [Insert high-priority gap and resolution step]
2. [Insert high-priority gap and resolution step]

2

