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Checklist Instructions

Complete this checklist within 5 business days of receiving any new grant agreement, amendment, or award
notification. This review ensures you understand every obligation before spending any grant funds. File the
completed checklist in the grant folder as the first document behind the signed agreement.

Authority: 2 CFR 200.300

Federal financial assistance must be used in accordance with applicable statutes, regulations, and the terms and
conditions of the award. Understanding those terms before spending begins is a compliance prerequisite, not an
optional step.

Grant Information

GrantName / Program: Funder / Awarding Agency:
Grant Number: Award Amount ($):
CFDA/ALN Number: Pass-Through Entity:
Period of Performance: Award Date:

Reviewed By: Review Date:

T Jaeson T er ot

A — Grant Scope and Purpose |

Whatis the exact purpose of this grant? What activities are

- 1 specifically authorized?

U 2 | What are the start and end dates of the period of performance?

o 3 Are there geographic, population, or programrestrictions on how
funds maybeused?

O a Are there specific deliverables or milestones required? What are the

deadlines?

B — Approved Budget |

What are the approved budget categories and amounts for each line

5
= item?
O 6 Can funds be moved between budget categories without prior
approval? What is the threshold (e.g., 10%)?
Is there amatch or cost share requirement? If so, what amount and
] 7 Lo
what documentation is needed?
O s Does the grant allow indirect costs? If so, whatis the approved rate

orde minimis rate?
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C — Allowable and Unallowable Costs |

O 9 | What cost categories are explicitly allowable under this grant?

Are there any costs specifically prohibited or restricted (construction,
L1 |10 . ! .
lobbying, entertainment, alcohol, equipment)?

Are equipment purchases subject to special approvalor

- m capitalization thresholds?

Can grant funds payfor staff salaries? If so, what documentation is
required (timesheets, certifications)?

D — Reporting Requirements

O 13 What financialreports are required and what are the exact due

O

dates?
O 14 What performance or narrative reports are required and what data
must beincluded?
What is theformat for reporting — does the grantor provide a
] 15 .
template oronline portal?
O 16 Who is the designated point of contact at the funder for reporting

questions?

E — Reimbursement and Payment |

O 17 Isthis areimbursement-based grant (city pays first, then requests
payment) or an advance?

What documentation is required with each reimbursement or
drawdown request?

O 18

0 19 How often can reimbursements be submitted (monthly, quarterly,
upon completion)?

Whatis the process for submitting reimbursement requests (portal,
email, mail)?

F — Prior Approval Requirements

Are there any expenditures that require prior written approval from

] 20

= 21 the grantor?

N 29 Does a scope change, budget modification, or timeline extension
require a formalamendment?

O 23 Is prior approvalrequired for equipment purchases, subcontracts, or

consultant agreements?

OJ 24 | Whatis the process forrequesting an amendment or modification?

G — Procurement and Documentation |

Does the grant reference specific procurement standards (2 CFR

U 2 200.320 orother)?

Are there procurement thresholds different fromthe city's own

O gs policy?
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o 2 What is therecords retention requirement— how many years after
the grant closes?

Are there special audit requirements (Single Audit threshold,
O] 28 o .
program-specific audit)?

H — Closeout Requirements

Whatis the deadline for submitting the finalfinancialreport after the

- 2 grantends?

OJ 30 @ Whatisthedeadlinefor submitting the final performance report?

Must unexpended funds be returned? What is the process and

31
= deadline?

Are there any final certifications, property disposition, orinventory
requirements?
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Required Actions After Review

Complete all items below within 5 business days of finishing this review.

Add all reporting deadlines to the finance calendar with 2-week advance reminders.

[0 | Setup grantclass/job codein QuickBooks before any spending begins.

OJ Enterthe approved budgetin the grant tracking spreadsheet.

[] @ Distributeagrant summaryto all staff who will process expenditures under this grant.

0 Create the grant file with subfolders: Award, Budget, Reports, Reimbursements, Amendments,
Procurement, Correspondence, Closeout.

] ' Noteanypriorapprovalrequirementsin avisible location accessible to the approving authority.

[ | Addthegrantto the active grantinventorytracker.

OJ Inform the mayor and council of the new award, key obligations, and match requirements (if any).

[] | File thiscompleted checklistin the grantfolder as the first document behind the signed agreement.

GRANT AGREEMENT REVIEW SIGN-OFF |

| haveread the grant agreement in fulland documented the key terms, obligations, and deadlines on this checklist.

Reviewed by: Title: Date: __ -

Acknowledged by (Mayor): Date: ___
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Disclaimer

This checklist is published by the Arctic Slope Community Foundation as part of the SNAPP Modified Virtual Support
Program. It provides a structured grant agreement review workflow.

SNAPP provides advisory and technical assistance only. This checklist does not constitute legal or grant
compliance advice. Grant terms vary by program and funder. Participating municipalities remain solely responsible
for reading, understanding, and complying with the full terms of every grant agreement.
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