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When proposals are being logged, certain items included with the proposal are recorded as having been received.  If any of the following are received, create a requirement and mark it complete at the same time:  Annual Report, Budget, Financial Statement, IRS Det. Let., Tax Return.
In the case of a challenge or matching grant, you will need to add the requirement “Challenge/Match Met.”  Requirements remain “open” until the specified item is received, at which time it should be marked as done by highlighting the requirement with one click and selecting “mark as done” from the bottom of the screen (or by opening the requirement and selecting “mark as done” from the top of the screen).  Also, in the requirement’s notes field, indicate what documentation is available to verify that the challenge/match has been met.  The documentation needs to be included in the grant file; place ID# on the paper to be filed.

According to the code used in the field “Type” at top left of Page 1 on the request screen, the system will automatically generate the following requirements during the award process.  In some cases, the requirements will need to be modified.  (Any of these requirements can be changed using the Administrator’s Module.)
Search for the request you need.  Select, focus, move to the requirements tab (or double-click to open the request record and then move to the requirements tab within).

To change an existing requirement, open the requirement and select a new requirement from the pull-down menu for Type.  (i.e. for GCCs, change Contract to GCC Form.)

To add a requirement for the request, click on add.  Tab through the fields, placing your name in the staff field and select the requirement needed from the pull-down menu in the type field.  Make notes as needed in the notes field.  Then save and close.  

	TYPE OF GRANT
	AUTOMATIC  REQUIRE.
	ADD/CHANGE REQUIRE.

	BP Selector
	Charity Check

BP Selector Grant Form
	

	Donor Intent
	Charity Check
	

	Bradley Grant

     Regular
	Grant Agreement

Yellow Checklist
	

	     GCCs
	Grant Agreement

Yellow Checklist
	Change to GCC Form
Change to Charity Check

	     Bradley Fellows
	Grant Agreement

Yellow Checklist
	Add Charity Check  (before awarding)

Change to Prior Year Report

Add Programmatic Report-Final
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