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[bookmark: grant_team_working_agreements]Grant Team Working Agreements
First draft
Grant / funded project: ______________________________________________
Community served and shared outcome: ______________________________________________

[bookmark: who_is_involved]Who Is Involved
	Function / responsibility
	Person to involve
	What needs clarification?

	Program delivery
	
	

	Finance
	
	

	Funder communication / reporting
	
	

	Grant coordination
	
	

	Award acceptance and terms review (new awards)
	
	

	Modifications / change requests
	
	

	Renewal / continuation
	
	

	Closeout (final reports, records, unspent funds)
	
	

	Audit / monitoring follow-up and corrective action
	
	

	Subrecipient monitoring (if we pass funds through)
	
	

	Other required roles
	
	



One decision or handoff to clarify: ______________________________________________

[bookmark: working_agreements]Working Agreements
	Agreement
	Proposed approach
	Who needs to confirm it?

	Who is responsible for the work?
	
	

	Who decides or approves, including any required external approval?
	
	

	Who reviews or checks the work before it is submitted or finalized?
	
	

	Who must be consulted, and when?
	
	

	What information is needed, in what format, and by when?
	
	

	Where are the request, status, and decision recorded?
	
	

	Who maintains the shared deadline calendar, and where does it live?
	
	

	Who needs to be informed of the decision?
	
	

	Where do urgent or unresolved issues go, and how quickly should someone respond?
	
	



Check-in schedule and next relevant deadline: ______________________________________________
Backup coverage for key responsibilities: ______________________________________________

[bookmark: keeping_the_agreement_current]Keeping the Agreement Current
When an owner leaves or changes roles — who updates this agreement, and by when: ______________________________________________
Where the current version is kept, and its date: ______________________________________________
Agreed by / date: ______________________________________________

[bookmark: introducing_the_change]Introducing the Change
What already works and should be kept: ______________________________________________
Why a change is needed now: ______________________________________________
First workflow / grant / small group for the test: ______________________________________________
Person coordinating the test: ______________________________________________
Leader who can make decisions and provide resources: ______________________________________________
Early testers and peer supporters: ______________________________________________
People whose questions and experience will help refine the process: ______________________________________________
Evidence and support the next group will need: ______________________________________________
What we will look for before expanding: ______________________________________________
What we will measure at the review (for example: submission lead times, rework or corrections, approval turnaround, days from service delivery to cash): ______________________________________________
First team conversation date: ______________________________________________
Date to review how the agreement is working: ______________________________________________

Working draft. Confirm responsibilities and authority with the people involved. Use the applicable award requirements and organizational policies when setting approval and review rules. These agreements are structured practice — grounded in documented audit root causes and award requirements, not a guaranteed fix — so keep the review honest about what is and is not working.
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