Check List for Program Administration
	Item
	Completed?
	Date
	Notes

	Application 
including “Application Checklist” items
	
	
	

	Acknowledgement Letter from GOAP
5-7 business days after application received 
	
	
	

	Application Number assigned
will be in the above letter
	
	
	

	Board Date
confirm w/Project Analyst
	
	
	

	Legal Agreement / Amendment
AR receives w/in 3-weeks of Board Date
	
	
	

	Sign & Return Agreement
keep copy, until executed copy received
	
	
	

	Check for Funds
usually sent  5-7 business days after agreement rcvd (consv. dist. direct deposit)
	
	
	

	Executed Agreement (2 signatures)
date of Executive Director’s signature is the anniversary date of the agreement
	
	
	

	Anniversary Date of Program
(reporting schedule is based on this date)
	
	
	

	Advertising
min. 2-weeks after execution date of agreement (& for each new sign-up period, if applicable);  send copy of ad to GOAP
	
	
	

	Application Acceptance
date first application may be taken
	
	
	

	Evaluate/Score Producer Applications
	
	
	

	Notify Producers of Approval/Denial of Funding
	
	
	

	Deadline for Producer Reports w/Receipts for Reimbursement
any other program paperwork required (e.g. EPDs, Water Quality plan) 
	
	
	

	Reimburse Producer
	
	
	

	Reports
submit summary sheet w/detail report
6-Month (Due: ___________ )
12-Month (Due: ___________ )
	
	
	

	Spot Checks
	
	
	

	Close Program
12-Months from Anniversary Date – no more checks written for program; within 60-days make sure all checks clear bank & return unused funds
	
	
	


