
Grant Coordinator Training

Grants and Resource Development 



Training Objectives

1. To Communicate the Role of Grants and Resource 
Development (GARD)

2. To Provide Guidance on GARD Processes
3. To Ensure Compliance With Blinn College Policies and 

Procedures
4. To Ensure Compliance With Federal & State Grant Regulations
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Blinn College Grants and Resource Development
Mission

Our mission is to encourage faculty and staff to develop successful 
grant proposals, primarily to federal, state, and private sources; to 
obtain grants that support Blinn College's Strategic Plan related to 
instructional improvement; and to foster effective implementation 
of grants once funded.
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Blinn College Grants and Resource Development
Vision

• Identify sources of federal, state, local, and private funding
• Facilitate the development of project type such as competitive 

grants, formula grants, continuation grants, or pass-through 
grants

• Ensure that RFA/RFP are realistic and can be easily managed; 
and

• Provide training for faculty and staff members on grant 
development and internal review processes.
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Blinn College Grants and Resource Development
Training Requirements

• All faculty and staff who intend to apply, utilize, monitor, 
coordinate, or collaborate on grant projects must have completed 
this training within the past twelve months before a grant request 
will be considered. 

• Grant Coordinators with active grants must complete the Grants 
and Resource Development Training on an annual basis to 
remain eligible to coordinate their grant project for the College.
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Blinn College Grants and Resource Development
Grant Stakeholder Roles

Grant Coordinator(s)
• Request, prepare, develop, and submit (if authorized) grant applications or contract proposal requests for external funding

• Complete and retain grant request and development related forms for documentation of grant research and request review and approval by Director of Grants and 
Resource Development

• Complete and retain conflict of interest forms

• Notify the Grant and Foundation Accountant of any new grants awarded

• Create a SharePoint site to maintain all grant related files and provide the Director of Grants and Resource Development access

• Maintain project files, records, and related information on a schedule according to the length of time required by the sponsoring agency for assigned grants

• Communicate with individual agency officers as needed

• Identify, communicate, and document the grant’s contractual requirements to stakeholders

• Maintain and utilize a grant specific compliance spreadsheet to ensure programmatic reporting requirements are in compliance with grant contracts

• Create grant specific procedural documents and maintain for retention and programmatic reporting tracking

• Monitor and review program activity monthly to ensure activity is in accordance with grant requirements

• Create, obtain approval from the Director of Grants and Resource Development, submit to funding agency, and maintain programmatic progress reports based on the 
required frequencies

• Ensure the performance of allowable activities and disallowable costs associated with tracking grants

6



Blinn College Grants and Resource Development
Grant Stakeholder Roles Cont.

Director of Grants and Resource Development Grant and Foundation Accountant

• Oversee Grant Coordinator’s activities during the grant application and post 
award processes

• Maintain the chart of accounts within Banner and ensure the appropriate 
allocation of account balances

• Ensure all Grants Coordinators attend annual training • Verify reimbursement funding is in compliance and agrees to the funding 
request

• Retain final approved grant applications in the local shared drive • Monthly/quarterly/annually (depending on the required reporting frequency), 
review the general ledger to ensure appropriate use of grant funds

• Ensure grant contracts are reviewed and approved by appropriate College 
Administrators, including the Chancellor

• Prepare budgets and financial reports timely and consistently

• Review grant application and post-award activities performed by Grant 
Coordinators

• Review and approve any funds returned to the grantor and communicate these 
returns to the Vice Chancellor of Business and Finance/Chief Financial Officer

• Perform annual review(s) to ensure documentation for each grant is 
maintained appropriately by Grant Coordinators

• Ensuring grant utilization is appropriately monitored and reported

• Review programmatic progress reports created by Grant Coordinators, before 
submission to the grantor

• Maintain and track all grant related assets

• Review and approve all final reports and funding requests to ensure activities 
were completed in compliance with grant requirements and prior to grant 
closeout
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Blinn College Grants and Resource Development
Grant Stakeholder Roles Cont.

Assistant Vice Chancellor, Grants, 
Resource Development, & Institutional 

Research and Effectiveness

Executive Vice Chancellor Vice Chancellor Business and 
Finance/Chief Financial Officer

• Review and approve grant applications and 
contracts prior to being submitted to Executive 
Vice Chancellor for review

• Review and approve grant applications and 
contracts prior to being submitted to Legal 
Counsel for review

• Review and approve any conflict of interest 
disclosures where a potential conflict has been 
identified.

• Oversee the Grants and Resource Development 
Department

• Oversee processes maintained by the Grants and 
Resource Development Department

• Oversee grant accounting function

Legal Counsel Chancellor

• Review and evaluate each grant application prior 
to submission to the Chancellor to ensure the 
terms and conditions are favorable to the College

•  Review and approve grants applications prior to 
being submitted to the grantor to ensure the grant 
aligns with The College’s strategic plan

•  Review and approve any conflict of interest 
disclosures where a potential conflict has been 
identified.

•  Review and approve each awarded contract prior 
to executing the contract requirements
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Blinn College Grants and Resource Development
Grant Funding Search

GARD can help identify funding opportunities for your project. 
• Visit the Funding Opportunities/Resources section of the GARD website to view 

potential funding sources

 
Complete the Grant Funding Search Request Form located on 

the GARD webpage. 
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https://www.blinn.edu/grants-and-resource-development/funding-opportunities-and-resources.html
https://www.blinn.edu/grants-and-resource-development/index.html


Blinn College Grants and Resource Development
Grant Funding Search Request Form
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Blinn College Grants and Resource Development
Grant Application Process

GARD has developed a review and approval process that ensures that 
all grant applications:

• Align with the College District’s Strategic Plan
• Support the College District’s purpose or educational activities
• Allow for institutional control of the administration of the project
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Blinn College Grants and Resource Development
Grant Application Process
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Blinn College Grants and Resource Development
Grant Application Process Cont.
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Blinn College Grants and Resource Development
Grant Application Process Forms – Request to Apply for External Grant Funding
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Blinn College Grants and Resource Development
Grant Application Process Forms – Request to Apply for External Grant Funding
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Blinn College Grants and Resource Development
Grant Application Process Forms – Submission Routing
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Blinn College Grants and Resource Development
Grant Collaboration and Support Request Process

GARD has developed a review and approval process that ensures that 
all collaborations and support of grant applications of other institutions:

• Align with the College District’s Strategic Plan
• Support the College District’s purpose or educational activities
• Allow for institutional control of the administration of the College District’s portion of 

the project
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Blinn College Grants and Resource Development
Grant Collaboration and Support Request Process
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Blinn College Grants and Resource Development
Grant Collaboration and Support Request Process Cont.
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Blinn College Grants and Resource Development
Request To Collaborate/Support The Grant Application Of Another Institution Form
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Blinn College Grants and Resource Development
Request To Collaborate/Support The Grant Application Of Another Institution Form

21



Blinn College Grants and Resource Development
Request To Collaborate/Support The Grant Application Of Another Institution Form – Submission Routing
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Blinn College Grants and Resource Development
Request To Collaborate/Support The Grant Application Of Another Institution Form – Submission Routing
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Blinn College Grants and Resource Development
Post Grant Award Process
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Blinn College Grants and Resource Development
Grant Funding Potential Conflict of Interest Form
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Blinn College Grants and Resource Development
Grant Funding Potential Conflict of Interest Form Cont.
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Blinn College Grants and Resource Development
Grant Monitoring Process

The ownership of the grants monitoring process belongs to Grant 
Coordinators and oversight of this process is performed by the Director of 
GARD.

• Grant Coordinators are responsible for maintaining all grant documentation on the College’s local 
drive, with access given to the Director of GARD.

• Grant Coordinators will maintain a Grant Specific Compliance Spreadsheet for each grant they 
oversee.

• Each Grant Coordinator’s spreadsheet will be reviewed and updated as needed.
• The Director of GARD will perform a regular review of each Grant Coordinator’s spreadsheet(s) to 

ensure timeliness, uniformity, and compliance.
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Blinn College Grants and Resource Development
Grant Monitoring Process Cont.

After a grant is awarded, award documents are carefully read by Grant Coordinators. Grant 
Coordinators identify and communicate the grant’s contractual requirements to the various 
stakeholders throughout the College as part of the contracting process. 

The information identified and communicated should include the following:
• Funding Priorities and Usage
• Consultants and Subcontractors
• Allocation Methods for Administrative Costs
• Financial Assistance
• Time and Effort
• Terminology
• Programmatic Reporting Requirements
• Coordination with Additional Departments if Necessary
• Close Out Requirements
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Blinn College Grants and Resource Development
Grant Monitoring Process Cont.

Information identified and communicated is documented and tracked in the Grant 
Specific Compliance Spreadsheet to ensure programmatic reporting requirements are 
met, submitted timely, and are in compliance with the grant contract.

• The grant specific compliance spreadsheet is centrally stored in a local shared drive and 
updated by Grant Coordinators. 

• The Director of GARD shall be given access to the shared drive where the grant documents 
are stored.

• Grant Coordinators should utilize the grant specific compliance spreadsheet in tandem with 
the grant award documents to ensure compliance with the terms of the grant.
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Blinn College Grants and Resource Development
Grant Specific Compliance Spreadsheet
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Blinn College Grants and Resource Development
Grant Programmatic Reporting

Grant Coordinators are required to create and maintain programmatic progress reports. 
These progress reports are given to the grantor and describe the project status and 
accomplishments.

• Reporting requirements vary for each individual grant. 
• The reports are reviewed by the Director of GARD prior to submission.

•  The review process is completed in a timely manner that allows the reviewer a week’s time to turn the 
review around.

• Reports will be maintained in accordance with the College’s data retention schedule within 
the local shared drive.

30



Blinn College Grants and Resource Development
Grant Close-Out

• The Grant and Foundation Accountant and the Director of GARD review and approve all 
final reports to ensure all activities were completed in compliance with grant requirements 
and prior to grant closeout.

• The Grant and Foundation Accountant and the Director of GARD also review and approve 
any funds returned to the grantor and communicate these returns to College Administration.

• Grant Coordinators maintain project files on a schedule according to the length of time 
required by the sponsoring agency. The retention will additionally be kept on schedule to 
meet any federal compliance standards. Any academic or administrative department also 
maintains a copy of all files locally.
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Blinn College Grants and Resource Development
GARD Contact Information

Please contact a member of the GARD staff for any questions that you may have 
regarding the information contained in this training.

Dr. Bennie Graves
979-830-4701

Assistant Vice Chancellor, Grants, Resource Development, & 
Institutional Research and Effectiveness

Old Main, Room #219
bgraves@blinn.edu

Cathy Boeker
979-830-4455

Director of Grants and Resource Development
cathy.boeker@blinn.edu

Vacant
979-830-4563

Administrative Assistant
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Blinn College Grants and Resource Development
Completion Acknowledgement

To receive credit for this training, please complete the completion acknowledgment 
form at the link below.

Training Completion Acknowledgment Form
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https://forms.office.com/r/StkjvSjeiY?origin=lprLink
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