
PRE-AWARD PROCESS: NORCO COLLEGE  

 

 

 

Step 1
Synopsis of Grant Request for 

Proposals (RFP) is developed and 
shared with departments or 

appropriate contituents 

Step 2 
Director convenes and leads grant 
vetting meetings with interested 

stakeholders and area 
administrators 

Step 3 
Director notifies the RCCD Grants 

Office of our  interest to pursue the 
grant opportunity 

Step 4 
Director coordinates meetings 

between NC team and the RCCD 
Grants Office to brainstorm and 
develop the components of the 

proposal and timeline

Step 5
Director notifies campus President 

of Intent to Apply for grant 
opportunity

Step 6
Director coordinates with RCCD 
Grants Office to assign writing 

tasks and discuss need for external 
grant-development support

Step 7
Director and/or RCCD Office 

request data from Institutional 
Effectiveness

Step 8
Director works with grant lead 

(Director/PI) to identify personnel 
needs and develop the budget in 

consultation with Business Services 
and HRER

Step 9
Director secures final budget 

approval from Business Services

Step 10
Director drafts and finalizes  the 

non-technical components of the 
grant application   

Step 11
Director continues to coordinate  

deliverables of the grant 
application and secures local 

approvals

Step 12
Director secures President's 

approval to apply for the grant 
opportunity 

Step 13
Director  sends all application 

components to RCCD Grants Office 
for their final review and upload

Step 14
RCCD Grants Office Submits Grant 

Application

Step 15
Director  archives submitted 

application documents and sends 
copies to Business Services and 

RCCD Grants Office



 

 POST AWARD PROCESS: NORCO COLLEGE  

Step 1
College receives grant award notice 

(GAN) from funding agency

Step 2 
Director reviews the GAN and terms & 

conditions to identify changes in 
budget,  scope of work, and grant 
duration as compared to sumitted 

application

Step 3
Director coordinates meetings with 

funding agency and administration to 
negotiate changes to terms & 

conditions, and budget as detailed in 
the GAN

Step 4
The Director submits grant-related 

contracts or MOUs to legal counsel for 
review and approval, and/or 

negotiates changes between NC and 
the funding agency

Step 5
Director prepares Grant Acceptance 
Routing Form to secure President's 

signature (Steps 1-4 are ommited for 
federal funds)

Step 6
After contract/MOU is fully executed,  
the Director sends copies to funding 
agency, NC departments, and RCCD 

Grants Office  

Step 7
If required, Director may collaborate  
with RCCD Grants Office and Business 

Services to develo agreements and 
MOU's with grant subrecipients

Step 8
Director serves as the liaison between 

the project lead/PI, project staff, 
administration and the funding agency 

to launch grant activities 

Step 9
Director assists the project lead/PI 

with preparing prior approval 
requests, changes in project lead/PI, 
no-cost extensions, budget changes, 

and changes in scope of work  

Step 10
Director provides training in grant 

management best practices, assists 
with financial reporting, grant 

evaluation, and record-keeping 
requirements

Step 11
Director assists the project lead/PI 
with closing tasks at the end of a 

grant, and collaborates with Business 
Services to close out financial 

obligations and retain required 
records


