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1. Grant managers retrieve and review uploaded grant agreement and complete checklist of required documents before printing out agreement.  If all documents present, 
1. Grant managers give packet to Grants Director for signature to approve agreement as complete.
1. Agreement with clean hands certificate given to Executive Director for signature.
2. Supporting documents are filed in the hard files in the back. 
1. Once signed by the ED, the executed documents are scanned onto the V: drive with clean hands certificate as the last page.
1. The executed agreements with clean hands certificates are filed alongside the required documents in the hard files. 
1. Grant managers email Director of Finance the RQ request indicating where the agreement with clean hands lives and noting required code information provided from signed the Fiscal Sufficiency Form from the AFO.  
1. The RQ is established and PO provided once the RQ is fully approved.  Grant managers can review the grant/payment log for daily updates. 
1. Grant managers email the grantees to let them know they now can submit an invoice for their first payment with the following information on the invoice: Grant Award #, Invoice#, PO#, mailing address which must match with what is in PASS payment system. 
1. The invoice is circled and approved as in the past, is printed and goes with a PO to create the first payment. 
1. All second payment must be submitted to EDRC with PO#, Grant #, amount and mailing address. 

FY17 DCCAH Grant Agreement Checklist and Coversheet for Hard Files
Completed by:		
Grant Recipient:	
Recipient Email:			
Grant Amount:		
Grant Award #:		
Individuals:									 
______			Certificate of Clean Hands				
______			W-9 indicating DC address (No PO boxes)					
______			ACH Form for Direct Deposit							
______			Arrest and Conviction Statement
______			Statement of Certification
______			Certificate of Insurance	if project based application as needed by venue 	
Organizations:
______			Certificate of Clean Hands				
______			W-9 indicating DC address (No PO Boxes)					
______			ACH Form for Direct Deposit						
______			501 ©(3) (Check to see if address same to W-9 and know reason if different)	
______			Arrest and Conviction Statement						
______			Certificate of Insurance					
______			Statement of Certification
______			EEoE				If award > $100,000	
______			1st Source			If award > $300,000
Grant agreements must be accompanied by a certificate of clean hands when scanned to the V: drive 


Authorized by:		_______________________________			_____________
			Steven Scott Mazzola, Grants Director			Date
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