


Grants-giving Lifecycle - GMSMe Guide

I. New requirements during a typical grant life cycle:
Please mind that NF/RFs should update Grants-giving Policies and Procedures, as well as relevant documentations – PGI, Checklist Introduction, Grant Letter, Contract, M&E Forms and Archiving Documents.
1. Registration & Evaluation – required documents: 
· Legal Status of Sub-grantee
· Pre-grant inquiry (PGI) for ED/ER
· Lobbying Checklist for ER only
N.B. General support grants – only PGI is required.

Reference Materials:
· LOBBYING CHECKLIST FOR GRANTS TO ORGANIZATIONS
· LOBBYING CHECKLIST FOR GRANTS TO INDIVIDUALS
· Pre-Grant Inquiry; Sample Grant Letter

Please mind that the above materials are provide by NY office as a sample package; NF/RFs may need to modify them as per local statutory requirements and/or translate them in local language.

2. Grant Approval and Final Grant Letter  incorporate special clauses in grant contract templates:
· ER vs. ED status requirements to be stated in the grant letter
· Paragraphs for Lobbying-related activities
· New reporting and record keeping requirements for the Sub-grantee:
· ED: “Flexible” vs. ER: “Strict” reporting requirements
· Archiving for at least four (4) years or as per local statutory requirements (if > 4yrs)
· At least an annual report (on a calendar year basis) with a deadline: OSI-NY must report to IRS by March 31st of the following year at the least, which means that:
· Sub-Grantees must report to OSI Foundations by end of January 
· National and Regional Foundations must report to OSI-NY by end of February 
· Example: If the grant contract was signed on Nov 1st and the first payment Dec 1st, Grantee Expense Report must be received and reported by March 31st at least for the expenses incurred in Dec.
· If engagement in Lobbying-related activities, the grant’s budget must be broken down (bifurcated) into Lobbying and Non-Lobbying components in the FGL.
· For easier grant administration (separate tracking of Lobbying vs. Non-lobbying: Budgets, Expenses, Advances, Liabilities and Reporting), you may consider to award  two grants funded from OSI-Zug vs. OSI-NY to the same sub-grantee as an alternative to one grant with a bifurcated budget.
· Please mind the legal terminology in different languages: English and/or Local Language.
· Reference – NY Materials: Letter 1, Letter 2, Grant Contract
· Reference – BP Materials: OSI Bp ER grant template; Rachel Email (Sept25) 

3. Grantee Expense Reports - to keep the structure of the bifurcated budget:

· Financial Reporting
· Copies of receipts, invoices and other to be submitted upon request for review by Program, Grants and Finance Managers of the NF/RFs.
· If grant was awarded for non-lobbying purposes, but the grantee reports back lobbying-related expenses (in addition to the non-lobbying), these lobbying-related expenses must be tracked separately (so that to determine the receivable from sub-grantees as certain grant expenses were used for ineligible purposes). The sub-grantee should reimburse the NF/RFs the amount of these ineligible costs.
· Narrative Reporting
· It is recommended to develop a new template.
· Reference Material: Sample Bifurcated Budget

4. Grant Modifications /Amendments:

· Grant Amendments are not acceptable if unspent funds are to be utilized for a different from the original purpose of the project funded by the grant. 
· “No-cost extensions” are possible if the original project purpose and project implementation is kept. Please keep in mind the Calendar Year Reporting requirement though.

5. Grant Closing, Records-keeping and Archiving  

· Unspent funds must be returned physically by the grantee to NF/RFs within 90 days after the end of the CY.
· Minimum required documents to be kept in archiving.

6. Grantee Audits Compliance Requirements 

II. Mandatory Requirements for Grants-Making:

1. English is a must, along with Local Language (e.g. Grantee Name; Project name; Brief Description)

2. Content Management: 
· Application Fact Sheet (Purpose, Objectives, etc)
· KM Forms
· Template
· Attachments
· Pre-Grant Inquiry (PGI) & CoI
· KM Forms
· Template
· Attachments
· Lobbying Checklist (if not General Support Grant)
· KM Form Placeholder
· Final Grant Letter / Any Grant Amendments
· Template
· Countersigned PDF attachment
· Disbursements (Grant PRs):
· Separate tracking of cash tranches is required.
Depending of the sub-grantee capacity (if the sub-grantee cannot cope with the full funding requirements), then consider requesting the sub-grantee to open a separate Bank Account, specially dedicated to segregate the received OSF funds.
· Instalment Schedules: at least on a quarterly basis.
· Monitoring and Evaluation
· Grant Expense Reports:
· FINANCIAL REPORTING
· NARRATIVE REPORTING
· Filled-out in GMSMe
· Attachments
· Grant Closing, Records Keeping and Archiving
· Final Evaluations
· KM Forms
· Attachments


Effective October 1st 2012 (tentative), foundations should start using the new grant contracts (updated with special clauses). In light of this, you have to prepare new/amended grant contract templates. Please bear in mind that the amended grant contract templates must be also reviewed by lawyers acquainted with local statutory requirements and also possibly translated into local languages. Once the templates are finalized, please send them over to GMS Helpdesk for an upload to your database.
Also, please mind that the already signed grant contracts funded from U.S. sources for the period January-September 2012 must NOT be amended RETROSPECTIVELY. 
Reference: FAAP: Grants; 
Please refer to additional Reference Materials used during the Sept Sofia workshop (ppt).




