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Sample Grant Cycle Assignments 

Divide among members at meetings or divide tasks between various officer/coordinator positions as part of their job description.

____ Meet with municipal fiscal officer in September to compare account records (including balance on current grants, unused funds from previous cycles, administrative funds, interest, etc.) and complete the required LCC Account Form. 

____  Promote/publicize availability of funds and requests for application. 

____  Schedule review meeting(s), including a reconsideration meeting (may not be needed) and notify members. 

____  Publicly post and file meeting time and location with city/town clerk 48 hours prior to all meetings.

____  Help applicants as they prepare their applications (choose a strategy - phone help, grants session?). 

____  Create list/spreadsheet of requests and make copies for members. 

____  Review applications for completeness; follow up on missing or incomplete information. 

____  Make copies of applications; distribute to members for reading/review. 

____  Obtain list of last year's approved grants (for reference during grant review); determine status of each grant (paid, still in process, scheduled but not taken place, not going to happen, etc.). 

____ Ensure submission of LCC Account Form and accuracy of financial information entered in the annual report to the MCC.

____  Distribute and collect disclosure forms from members with any conflicts of interest.

____  Document all decisions, especially for denied applications (to use in disapproval letters). 

____  Prepare approval and disapproval letters; mail disapprovals first. 

____  Prepare and submit the annual report to the MCC by the state deadline.

____  After completing the annual report, send approval letters with reimbursement form and grantee credit and publicity requirements. 

____  Process reimbursements during the year (requires two members' signatures). 

____  Prepare press release about grant awards for media and annual town report. 

____  Maintain membership contact information, including original appointment dates. Update online member list regularly so new members receive newsletters, etc. 

