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PROJECT  ADMINISTRATOR FORM

The Project Administrator (Dean, Director, or higher) supports proposal development and project implementation, ensuring that proposals are consistent with organizational directions and compliance tasks are completed as required by the funding agency and district support departments including Legal Services, Grants Accounting, Purchasing, Human Resources, and Grants Development and Management. The Project Administrator also monitors and reviews grant project performance to evaluate progress in relation to applicable federal regulations; district policies; and, project goals, objectives, and timelines.
Responsibilities include (Please checkmark each as you review):
 
PRE-AWARD:

Provide input and review development of grant proposals;

Ensure proposed projects and activities are consistent with organizational strategies;
Secure approval of college president or designee for submission of grant application.
 
POST-AWARD:

Respond in a timely manner to pre-award and post-award communications from funding source;
Ensure project has necessary staffing and resources to begin project by proposed start date;
Collect information, certifications, assurances necessary to process award;
Attend the New Project Orientation for the grant award;
Ensure any project hiring, assignment, payment or other human resource functions are completed within a reasonable timeframe; Ensure PD or PI manages project according to applicable federal regulations and district policies and procedures (e.g. Conflict of Interest Assurance, Data Security Assurance, Travel regulations);
Ensure that any contract or sub-award documents are completed in a timely manner

with documentation and routing as prescribed by district Legal Services;
Monitor and review project spending in relation to the approved grant budget and project timeline on a quarterly basis;
Ensure college-level support and resources to resolve operation or compliance concerns that may arise in the course of the project; Communicate as soon as possible with district Grants Department when operational or compliance issues arise, especially with regard to any need for district support and resources; Review progress and performance reports and ensure district Grants Development and Management have the opportunity to review those reports by having PI/PD submit drafts at least one week prior to deadline;
Ensure all required progress and performance reports are completed and submitted on time; Manage communication about the grant project with college stakeholders and administration.
Grant Application Title:  

 Funding Source:   

 Identified Project Administrator:   

 Project Administrator Signature: 
Date:   

* In the event the identified project administrator is the Principal Investigator on the grant, the next level senior administrator would need to be the project administrator on the grant.
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