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VISION AND MISSION STATEMENTS

Vision 
Hartnell College will be nationally recognized for the 

success of our students by developing leaders who will 
contribute to the social, cultural, and economic vitality 

of our region and the global community. 

Mission
Focusing on the needs of the Salinas Valley, Hartnell 

College provides educational opportunities for 
students to reach academic goals in an environment 

committed to student learning, achievement and 
success. 
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PRE-AWARD – OFFICE OF ADVANCEMENT
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 Work with faculty and staff to seek funding opportunities that 
align with the strategic priorities and goals of the college, and 
help sustain the college’s main programs and services

 Apply for public and private grants:
 Grant Concept Forms - must be approved by 

President/Superintendent before application process begins
 Prepare and complete funding opportunity applications by working 

with grant writers, project directors, and Administrative Services
 Coordinate letters of support from internal and external partners 

with project directors
 Review all sections of funding proposal prior to submission
 Complete Board of Trustees and Foundation Board documents
 Support budget preparation and finalization by District Grants 

Accounting Manager

 Administer private grants coordination with District Grants Office
 Long Term Funding Plan
 Partnership Agreements HCCD and HCF

PRE-AWARD – OFFICE OF ADVANCEMENT
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US Department of Education 
http://www2.ed.gov/fund/grant/find/edlite-forecast.html
US Health and Human Services 
http://www.acf.hhs.gov/hhsgrantsforecast/
Grants.gov
http://www.grants.gov/web/grants/home.html
CCCCO 
http://extranet.cccco.edu/Divisions/WorkforceandEconDev/WEDDRFAs.aspx
CA Department of Education
http://www.cde.ca.gov/fg/fo/

PRE-AWARD – FINDING GRANTS

http://infoedglobal.com/
Hartnell College Foundation website – News & Events

From a Hartnell College computer automatically logged in
Training Videos
Shared Searches
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PRE-AWARD – FINDING GRANTS
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BP 3280 Grant Concept and Approval (Development)

The Governing Board will be informed of and ratify all grant 
applications made by the college and authorize all grants received by 
the College.

The superintendent/president shall establish procedures necessary to 
assure timely application and processing of grant applications and 
funds, and that the grants that are applied for directly support the 
purposes of the district.

AP 3280 Grant Concept and Approval (Development)
 Private Grants vs. Public Grants
 Roles and Responsibilities
 Approval
 Report to the Board of Trustees
 Typical Steps in the Process

PRE-AWARD – POLICY AND PROCEDURE

GROWING LEADERS Opportunity. Engagement. Achievement.    www.hartnell.edu

PRE-AWARD – GRANT CONCEPT FORM

GROWING LEADERS Opportunity. Engagement. Achievement.    www.hartnell.edu

New Questions about Institutionalization and Sustainability

PRE-AWARD – GRANT CONCEPT FORM
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PRE-AWARD – GRANT CONCEPT FORM
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PRE-AWARD – GRANT CONCEPT FORM
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PRE-AWARD – GRANT CONCEPT FORM

Budget Estimates – One More Time
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PRE-AWARD – GRANT CONCEPT FORM

Proposal Lead updates Dean/Director and VP and secures their 
support (signature)
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PRE-AWARD – GRANT CONCEPT FORM
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Long Term Plan for Hartnell College 2012-2017
Projects from faculty, staff and administrators

President’s Task Force
Regular updates to the HC Foundation Board of Directors

http://hartnellfoundation.org/about-us/fundraising-priorities/

PRIVATE GRANTS - FOUNDATION

College Priorities and Goals
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PRIVATE GRANTS - COORDINATION

GROWING LEADERS Opportunity. Engagement. Achievement.    www.hartnell.edu

2015-16 GRANT LIST

Federal Grants:
• CTE Transitions
• FSEOG
• Foster & Kinship Care Ed. (FKCE)
• ACCESS/NIH
• Child Development Training Consortium (CDTC)
• NASA SEMAA
• NASA MAA
• Student Support Services (TRiO)
• High School Equivalency Program (HEP)
• CCAMPIS HEP
• NSF CSIT-In-3
• TANF
• Title V Gavilan Subaward
• Federal Work Study
• NSF S-STEM
• National Service Award Scholarships
• DSES (Title IV-E)
• College-to-University Success Program (CUSP)
• Strengthening the Pipeline to Baccalaureate and 

Graduate STEM Programs (STP)
• USDA-HEC 
• USDA-NLGCA
• Perkins 1-C
• NSF ATE COINS
• PELL

State Grants:
• CTE Enhancement
• Student Success and Support Program 

(SSSP)
• Student Equity Plan (SEP)
• EOPS
• Student Fin. Aid Admin. (SFAA)
• CARE
• DSPS
• Foster & Kinship Care Ed. (FKCE)
• FKCE-CSEC
• First 5 ECE Counselors
• MESA
• OSHPD Song Brown
• Nursing Assessment and Remediation
• Nursing Enrollment Growth
• Deputy Sector Navigator
• Innovation Award
• CalWORKs
• AB-86
• AB-104
• YESS-ILP
• TAFY Health & Wellness
• Equal Employment Opportunity
• Block Grant
• Basic Skills Initiative
• 21st Century Soft Skills
• Full-time Student Success Grant
• Cal Grants
• State Preschool Contract
• Soledad Institutional Transition Program

Local Grants:
• Independent Living Program
• MBUAPCD
• K-12 STEM
• K-12 STEM - MCOE
• NASA SEMAA Foundation
• Giannini Fund
• SVMHCS Grant
• Hayward Foundation
• College Pathways Initiative
• Cal Endow
• AgTech Foundation
• Foundation – Art Fund
• Foundation – Athletics Fund
• Foundation – SALAD Project
• Foundation – Jewelry Fund
• Foundation – Music Fund
• Creativity at the Core
• Promoting Access to Literacy 

(PAL)
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The Grants Office is responsible for the following areas:

 Grants and contracts revenue streams from federal, state, and local 
funding sources. We are the office of record for all grant agreements, 
subaward agreements, and service contracts.

 Post-award administration: 

 Budgeting - establish budget codes in the Colleague system; provide salary 
and benefit information; monthly budget reports; mid-year budget review 
templates; process budget transfers/revisions

 Accounting - payroll; accounts payable; procurement; travel; accounts 
receivable; financial controls; process expenditure transfers; process service 
contracts (before work is performed); equipment inventory 

 Reporting –financial reporting on program expenditures and cost share 
compliance as required by awarding agency

 Record Retention – maintain grant files for up to three years after final 
reports have been submitted

GRANTS OFFICE RESPONSIBILITIES

POST AWARD
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GRANTS OFFICE RESPONSIBILITIES (CONTINUED)

 Provide grants and administrative procedures training

 Provide the tools necessary to effectively manage the post award financial 
functions of the grant award(s)

 Provide examples of agenda items required by the Board.

 Set up budget codes for the grant award.

 Maintain contracts/agreements.

 Process expenditure and budget transfers.

 Approve personnel paperwork to ensure available funds and appropriate 
account number use.

POST AWARD
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POST-AWARD
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 Read award document carefully and pay close attention to terms and 
conditions of the award (ex: project period, allowable expenditures, 
reporting deadlines).

 Submit award agreements, Grant Award Notices (GANs), or contracts 
to Administrative Services.

 Submit Budget Augmentation/Budget Revision Forms to the Grants 
Office (signed/approved) in order to load the award into Colleague. 

PROJECT DIRECTORS AND PROGRAM SUPPORT STAFF 
RESPONSIBILITIES

POST-AWARD PHASE
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FEDERAL GAN
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FEDERAL GAN (CONTINUED)
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STATE GRANT AGREEMENT
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SAMPLE BUDGET AUGMENTATION
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 Review work-plan, deliverables, objectives, and budget needed to 
implement grant activities.

 Implement project and conduct program activities as detailed in the 
award terms and conditions, or GAN.

 Ensure no conflict of interest is involved in the project

 Be informed of local, state, and federal laws - Be good stewards of 
grant funds! 

PROJECT DIRECTORS AND PROGRAM SUPPORT STAFF 
RESPONSIBILITIES

POST-AWARD PHASE
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SAMPLE WORKPLAN (STATE)
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SAMPLE BUDGET (STATE)
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 Monitor all budget expenditures to ensure fiscal compliance and 
alignment with approved budget, funding agency requirements, and 
district policies.

 Program expenditures must be allowable, allocable, and reasonable

 Submit Expenditure Transfers and/or Budget Transfers/Revisions Forms 
as necessary. Attach appropriate supporting documentation.

*Note: changes in project scope, objectives, key personnel, or major 
budget reallocations (ten percent of budget line items) need prior agency 
approval. 

PROJECT DIRECTORS AND PROGRAM SUPPORT STAFF 
RESPONSIBILITIES - CONTINUED

POST-AWARD PHASE - CONTINUED
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BIDDING PROCEDURES MATRIX
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SAMPLE DETAIL (GLBS) REPORT
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SAMPLE DETAIL (GLBS) REPORT
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SAMPLE BUDGET REVISION FORM
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 Meet regularly with program personnel to assess and report on 
progress of the program.

 Notify Administrative Services of ALL reporting deadlines.

 Complete quarterly and annual performance/progress reports as 
required by funding agency. Reports must be approved by component 
administrator(s), and allow ample time for review before submission.

 Complete quarterly and annual financial reports as required by funding 
agency. Reports must be audited by Administrative Services, approved 
by component administrator(s), and submitted on time.

PROJECT DIRECTORS AND PROGRAM SUPPORT STAFF 
RESPONSIBILITIES - CONTINUED

POST-AWARD PHASE - CONTINUED
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 Maintain detailed and accurate records of all program activities 
(progress/performance, finances, participant information, inventory of 
equipment, and any other relevant information)

 Grant employees MUST complete Time & Effort Certification Forms 
monthly and account for 100% of their salary. Send copies to the 
Grants Office (E-105). 

PROJECT DIRECTORS AND PROGRAM SUPPORT STAFF 
RESPONSIBILITIES (CONTINUED)

POST-AWARD PHASE - CONTINUED
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SAMPLE TIME AND EFFORT FORM

GROWING LEADERS Opportunity. Engagement. Achievement.    www.hartnell.edu

EQUIPMENT INVENTORY INFO. SHEET
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 Prepare and submit all financial, performance, and other reports required 
within 90 days of completion of the grant

 Dispose of or return government-furnished equipment/supplies if 
necessary

 Submit final paperwork for grant closeout to Administrative Services (final 
progress and financial reports; review expenditures to resolve any 
outstanding items or compliance issues prior to closeout) 

 Retain grant records for at least three years after final report has been 
submitted

 Assist in providing the necessary information/data requested during audits 

PROJECT DIRECTORS AND PROGRAM SUPPORT STAFF 
RESPONSIBILITIES (CONTINUED)

GRANT CLOSE OUT
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SUMMARY OF ROLES AND RESPONSIBILITIES

PRE-AWARD PHASE

Task
Grant Project 

Director
Grants Accounting  

Manager Dean Vice President President

Advancement and 
Development/

Foundation

Seek Funding 
Opportunities

Work with Office 
of Advancement

Align with strategic 
priorities and goals 

of college

Grant Concept Form Initiate form
Review for budget, 
indirect, salary and 

benefits

Review 
and sign

Review 
and sign

Review 
and sign

Route, review and 
sign

Hire Grant Writer
With Dean and 
Advancement 

Office

With Project 
Director and 

Advancement 
Office

Review 
and sign

With Dean and 
Advancement Office

Prepare and Complete 
Funding Opportunity 

Applications

Work with Office 
of Advancement, 

Grant Writers, 
Admin. Svs.

Provide salary and 
benefit projections; 

audit budget; submit 
application(s)

Review 
and sign

Review 
and sign

Review 
and sign

Finalize by working 
with Project 

Directors, Grant 
Writers, Admin. Svs.

Complete Board of 
Trustees and 

Foundation Board 
Documents

Prepare for 
submission, 

including tracking 
sheet

Review 
and sign

Review and 
approve tracking 

sheet

Review and 
approve tracking 

sheet

Review 
and sign

Route, review and 
sign
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SUMMARY OF ROLES AND RESPONSIBILITIES

POST-AWARD PHASE

Task
Grant Project 

Director
Grants Accounting  

Manager Dean Vice President President

Advancement and 
Development/

Foundation

Obtain Grant 
Agreement

Review and provide 
contract to Admin. 

Svs.

E-file agreement, 
Review Review Review Review

Review; Provide 
partnership 

agreements if 
necessary

Budget Augmentation 
Form: New and 

Continuing budgets

Prepare for 
submission; Provide 

Supporting Docs

Review and process 
into Colleague

Review 
and sign

Review 
and sign

Provide partnership 
agreements if 

necessary

Personnel Paperwork: 
New Hires, Special 

Project Agreements, 
budget/position 

changes, 

Work with HR, 
complete necessary 
HR forms, Prepare 

for submission, 
monitor 

deliverables, track 
submission of final

Verify funding; 
Review and Sign

Review 
and Sign

Review 
and Sign

Review and Sign 
(as necessary)

Project 
Implementation

Implement project 
as detailed in terms 

and conditions of 
award

Review budget and 
assist in 

administrative tasks 
as needed

Monitor and 
meet with 

program staff as 
needed

Monitor and 
meet with 

program staff as 
needed

Monitor Program 
Activities and 
Expenditures

Review budget 
reports 

(GLBS/GLBR) 
monthly; monitor 

subrecipients; 
assess progress

Provide monthly and 
mid-year expense 
reports. Provide 

Excel/Cognos reports 
as needed

Review Review
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SUMMARY OF ROLES AND RESPONSIBILITIES

POST-AWARD PHASE

Task Grant Project 
Director

Grants Accounting  
Manager Dean Vice President President

Advancement and 
Development/

Foundation

Budget Revisions and 
Transfers

Prepare for 
submission

Audit and process
into Colleague

Review 
and sign

Review 
and sign

Expenditure Transfers Prepare for 
submission

Audit and delegate 
input: Provide 

backup for salary 
related transfers

Review 
and sign

Time and Effort Submit to 
Dean/VP

Copy only - inventory 
pre-audit inventory inventory

Reports 
(Program/Progress) -
Periodic (Quarterly, 

Annual) 

Gather data and 
prepare for 

submission prior 
to deadline.

Review all 
report data 

prior to 
submission to 

funding agency

See Dean

Reports (Fiscal) -
Periodic (Quarterly, 

Annual) 

Gather data and 
prepare for 

submission prior 
to deadline. Input 

data by funding 
category

Audit and 
troubleshoot. 
Download to 
Cognos/Excel. 
Submit/Certify 

Reports as necessary

Review all report 
data prior to 

submission to 
funding agency

See Dean
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SUMMARY OF ROLES AND RESPONSIBILITIES

CLOSE OUT PHASE

Task Grant Project 
Director

Grants Accounting  
Manager Dean Vice President President

Advancement and 
Development/

Foundation

Final Reports

Prepare for 
submission within 

90 days of 
completion. 

Provide supporting 
documentation for 

review

Audit; Submit/Certify 
Reports at necessary

Review all 
report data

prior to 
submission to 

funding agency

See Dean

Dispose of or return 
equipment

Prepare for 
disposal of 
Program

equipment. 
Maintain inventory 

records

Work with Project 
Director to 

appropriately dispose 
of equipment

Review Review

Record Retention

Maintain necessary 
program records 
for annual audits, 
and retain for at 

least 3 years after 
final reports have 
been submitted

Maintain financial 
records for annual 
audits, and retain 

for at least 
3 years after final 
reports have been 

submitted
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GRANTS TEAM

FOUNDATION OFFICE:

Office Location:

Building E, Room 103

Staff:

Loyanne Flinn de Guaracha, Director of Public Grant Development and 
Operations

(831) 755-6810
lflinn@hartnell.edu

Website:

http://hartnellfoundation.org/about-us/grants/
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GRANTS TEAM

ADMINISTRATIVE SERVICES (GRANTS MANAGEMENT OFFICE):
Office Location:

Building E, Room 105

Staff:

David Techaira, Interim Grants Accounting Manager
(831) 755-6835

dtechair@hartnell.edu

Kayla Dolan, Accounting Assistant
(831) 755-6996

kdolan@hartnell.edu

Adriana Magallanes, Program Assistant I
(831) 755-6125

amagallanes@hartnell.edu

Website:

http://www.hartnell.edu/grants-management
http://www.hartnell.edu/forms-and-training
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Thank you!
Q & A


