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Foundation Grant Award Procedure

The grant procedure outlined in this document serves as a comprehensive guide for
initiating, submitting, and managing grant-funded projects. It provides a clear framework
to ensure compliance, efficiency, and accountability throughout the grant lifecycle. By
following these procedures, BCCC can maximize the potential of grant opportunities while
maintaining alignment with institutional policies and funding agency requirements.

Grant Initiation

The Project Initiator identifies the need for external funding to support a program and
begins the process by completing the Grant Research Request Form. This form must be
signed and approved by both the Supervisor and Vice President before submission. Once
the form is completed and approved, it is submitted to the Grants Office within the
Institutional Advancement (IA) Office, ensuring at least a two-week lead time. The |A
Office then determines the next steps, which may include presenting the form to Senior
Staff for discussion, forwarding it directly to the President, or deciding internally to
proceed with developing a grant proposal.

Submitting a Proposal

If approved, the Grant Writer works collaboratively with the Initiator to draft the proposal,
prepare the budget, review and edit materials, and ensure the proposal's accuracy and
completion. The Grant Writer then secures all necessary signatures and documentation
before submitting the final proposal to the funding agency. If the proposal is awarded, the
Grants Office, Initiator, and Vice President schedule a meeting to review the grant details,
including the budget, policies, and procedures.

Purchasing with Grant Funds

No purchases can be made using grant funds until a General Ledger (GL) Code and grant
account have been established. All purchase requisitions utilizing grant funds must be
processed through the Institutional Advancement (IA) Office and approved by the Vice
President of Institutional Advancement. Copies of receipts or invoices for purchases
made with grant funds must be submitted to the IA Office. Additionally, all grant fund
expenditures must align with the budget approved by the funding agency. Records related
to the grant, including requisitions, receipts, and expenses, must be retained for a
minimum of five years.
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https://www.beaufortccc.edu/wp-content/uploads/2025/01/grant-research-request-form.pdf

Procedure

References

Legal References: Enter legal references here

Cross References: Enter cross references here

History

Leadership Council Review/Approval Dates: 4/18/2025

Senior Staff Review/Approval Dates: 11/27/24

Board of Trustees Review/Approval Dates: Enter date(s) here

Implementation Dates: Enter date(s) here
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