Contracts Checklist for Grant Applications
Disclaimer:  This checklist is intended to be a tool for discussion and should not be perceived to be inclusive of all points that need to be addressed when writing a grant.  

Grant Name: __________________________________________________

Budget Period of the Grant _______________________________________

Date of Discussion: _____________________________________________

Attending Discussion: ___________________________________________

Phase I:   Developing an Grant Application Budget (Initial Grant Writing)

The following should be considered and discussed with your DPH Contracts Team Leader, as it relates to your grant:

Type Contract(s) Needed: 

 FORMCHECKBOX 
 New
 FORMCHECKBOX 
 Renew
 FORMCHECKBOX 
 Amendment
Service type(s): Select appropriate Service Types

 FORMCHECKBOX 
 Cash Assistance
 FORMCHECKBOX 
 Marketing/Media

 FORMCHECKBOX 
 Coupon
 FORMCHECKBOX 
Program Administration/Support

 FORMCHECKBOX 
 Direct Loan
 FORMCHECKBOX 
 Program Evaluation

 FORMCHECKBOX 
 Direct Medical Service
 FORMCHECKBOX 
 Research

 FORMCHECKBOX 
 Direct Service
 FORMCHECKBOX 
 Training

 FORMCHECKBOX 
 Education
 FORMCHECKBOX 
 Transportation

 FORMCHECKBOX 
 Food/Nutrition
 FORMCHECKBOX 
 Voucher

Other: Explain


· Cash Assistance: financial assistance provided directly to beneficiaries who satisfy eligibility requirements with no restrictions imposed on the recipient as to how the money is spent. 

· Coupon:  certificates used to obtain a discount on merchandise or services.

· Direct Loan:  direct cash loans to organizations and individuals for various purposes for a specific period of time with reasonable expectation of repayment.

· Direct Medical Service: reimbursement for or provision of direct medical care that clients personally receive. 

· Direct Service:  any other direct client service, excluding food/nutrition, medical care, training, education, transportation, or any of the other options listed above.

· Education:  services designed to teach and instruct clients, participants or students.

· Food/nutrition:  direct provision/vouchers/payments for food.

· Marketing/Media:  an effort to reach a target audience with a specific message through media.

· Other:  for service types not defined in this list. 

· Program Administration/Support:  personnel, supplies or activities specifically designated for a particular program.


· Program Evaluation:  activities to determine a program’s effectiveness or success.

· Research:  Activities in and around the collection of information about a particular subject.

· Training:  activities designed to impart specific knowledge and skills to clients needed to perform a job, change behaviors, or enhance life skills.

· Transportation:  direct provision of transportation or vouchers/payments for transporting individuals to and from services, medical appointments, etc. 

· Voucher:  a form or check indicating a credit against future purchases or expenditures.

Non-program related operation service type(s). This only applies when a contract is providing a non-program related operation service type.  A contract can identify more than one non-program related operation.  Add additional lines as needed.  If section B does not apply, enter N/A. 
 FORMCHECKBOX 
 Administration


 FORMCHECKBOX 
 Legal Services

 FORMCHECKBOX 
 Consulting



 FORMCHECKBOX 
 Maintenance

 FORMCHECKBOX 
 IT




 FORMCHECKBOX 
 Self-Training

 FORMCHECKBOX 
 Lease Agreement

· Administration:  Services to carry out administrative functions related to agency operations.

· Consulting:  Work or task performed by State employees or independent contractors possessing specialized knowledge, experience, expertise and professional qualifications to investigate assigned problems or projects and to provide counsel, review, analysis or advice in formulating or implementing improvements in programs or services.  This includes, but is not limited to, the organization, planning, directing control, evaluation and operation of a program, agency or department.

· IT:  Electronic data processing goods and services, telecommunications goods and services, security goods and services, microprocessors, software, information processing, office systems, any services related to the foregoing, and consulting or other services for design or redesign of information technology supporting business processes.  IT encompasses all forms of technology used to create, store, exchange, and use information in its various forms (business data, voice conversations, still images, motion pictures, multimedia presentations, and other forms, including those not yet conceived).  

· Lease Agreement:  A contractual agreement involving the leasing entity, Lessor, the Division of Property and Construction and the State Property Office.

· Legal Services:  Services providing legal advice or legal representation.

· Maintenance:  Services such as maintenance and repair of copiers, elevators and other equipment, garbage collection and disposal, laundry, security, pest exterminators, and those with snack and drink vending companies.

· Staff Training:  Activities designed to impart specific knowledge and skills to staff necessary to perform a job or duty.
Considering the service type(s) selected above and the nature of the contract, please fill out the Open Window Audit Determination Form (Excel adaptation) to determine if the contract is a Financial Assistance (FA) or a Purchase of Service (POS). Enter the determination:
 FORMCHECKBOX 
 FA



 FORMCHECKBOX 
 POS

Expected outputs for the contract(s):

How procured: 

 FORMCHECKBOX 
 RFP

 FORMCHECKBOX 
 RFA

 FORMCHECKBOX 
 Sole Source


Other considerations that will affect processing time:



 FORMCHECKBOX 
 Information Technology



 FORMCHECKBOX 
 Over $200,000


 FORMCHECKBOX 
 Sole Source



 FORMCHECKBOX 
 For-Profit

Timeline: (please outline the key dates as it relates to the procurement of services, e.g. anticipated RFA release date, RFA award date, COE date, date package to be submitted to Contract Office)

__________________________________________
__________________________________________
__________________________________________
__________________________________________
Anticipated contract start date(s): __________________________________________

Other notes from the discussion:

Phase II:  Anticipatory Budget Work (Pre-NGA, High Confidence Level – See Chart)

 FORMCHECKBOX 
  RFA developed, distributed and award decisions finalized.  (Note: No award notification should be made to applicants until the NGA has been received.)
 FORMCHECKBOX 
  Contract Package developed, internal approvals secured, awaiting final DPH Budget Officer approval pending receipt of the NGA.

Phase III:  Project Implementation Budget Work (NGA Received)


 FORMCHECKBOX 
  Secure DPH Business Officer approval.


 FORMCHECKBOX 
  DPH Contracts Office to send contract package to Contractor for execution. 

