Personnel Checklist for Grant Applications
Disclaimer:  This checklist is intended to be a tool for discussion and should not be perceived to be inclusive of all points that need to be addressed when writing a grant.  

Grant Name: __________________________________________________

Budget Period of the Grant _______________________________________

Date of Discussion: _____________________________________________

Attending Discussion: ___________________________________________

NEW GRANT AWARD

The following should be considered and discussed with your DPH HR Classification Specialist, as it relates to your grant:

Phase I:   Developing a Grant Application which includes Establishing New Positions (Initial Grant Writing)

Documentation Required for New Positions

□   Formal position description(s)

□
Complete HR Action Request Form 
□
Justification Memo

□
Revised Organizational Chart reflecting proposed change 
At the initial Grant Writing stage, the grant writer may provide general information regarding their anticipated HR needs and a preliminary classification can be identified based on this information. However, these four items must be submitted to HR in order for a formal classification of the position to be established. It can take up 3-6 months to get approval for the classification, so submitting this documentation sooner will result in being able to establish and fill the position sooner.
Phase II:  Anticipatory HR Work (Pre-NGA, High Confidence Level – See Chart)

Submit the following documentation so that HR can initiate the classification study and approval process.
□   Formal position description(s)

□
Complete HR Action Request Form 
□
Justification Memo

□
Revised Organizational Chart reflecting proposed change 
Phase III:  Project Implementation HR Work (NGA Received)
1. HR will Action initiated in Beacon Workflow
2. HR will notify Program of position being established
3. Program will draft Vacancy Posting and submit requisition in NeoGov

CONTINUATION GRANT APPLICATION

□   Program must discuss any changes in grant supported personnel with HR.  

Changes in Position Classification or Supervision:   FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No


If YES, complete CAP Forms and Submit to DPH Budget Office and submit the following to HR:
1. Change in Supervision

□   OMAR

□   Position Description

□   Org Chart reflecting change

2. Change in Position Classification

□   Old and New position description(s)

□
Complete HR Action Request Form 
□
Draft Justification Memo

□
Revise Organizational Chart to reflect proposed change 
