B2
Grant Recipient File System
PLANNING PROJECTS

The following is a suggested format for the project administration file which is to be kept by the locality.  Other supplemental files should be maintained as they are relevant to the nature of the approved project.  Relevant correspondence should be filed in the appropriate file.



1.
Application


2.
Grant Award Letter


3.
Contract (and any amendments)


4.
Financial File:



a)
Depository/Authorized Signatories Designation Form;



b)
Accounting System Certification Letter;



c)
Accounting Records;



d)
Purchase Vouchers, Request for Reimbursement, and related information;

 

e)
Source Documentation (bills, payrolls, canceled checks);



f)
Bank Statements;



g)
Audit


5.
Environmental Review Exemption Letter


6.
Procurement Procedure and Documentation:



a)
A copy of the Request for Proposals (RFP);



b)
A copy of the RFP public notice or documentation relating to the mailing of the RFPs;



c)
A copy of the RFP cover letter sent to each interested party;



d)
A copy of each offeror's response to the RFP;



e)
A copy of each offeror's Worksheet, if applicable;



f)
A copy of the Procurement Summary Sheet, if applicable;



g)
A copy of the executed Professional Services Contract;



h)
Any other procurement related correspondence


7.
Engineering/Professional Services Agreement(s)


8.
Quarterly Reports and Minority Business Enterprise Reports


9.
Complaint Procedures


10.
Planning Documents and related materials
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