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318 E. SECOND 
AVENUE TARENTUM, 

PENNSYLVANIA 15084 

Borough Policy:  Grants Management Policy 
 
 
Purpose: 
To establish a standardized process for the management of grants to ensure compliance with funding requirements, 
accountability, and effective use of grant resources in alignment with the Borough’s strategic goals. 

Scope 
This policy applies to all departments, employees, and officials involved in applying for, receiving, implementing, 
managing, and closing out grants on behalf of the Borough of Tarentum. 

Policy Statement 
The Borough is committed to pursuing grant opportunities to enhance resources for its programs and operations. 
All grants must be managed in a manner that ensures compliance with grantor requirements, adherence to 
applicable laws, and alignment with Borough priorities. 

Definitions 
 Grant: A monetary award provided by an external organization (grantor) to the Borough for a specific 

purpose. 
 Grantor: The organization providing the grant funding. 
 Grant Agreement: A legally binding document that specifies the terms and conditions of the grant. 
 Grant Administrator: The Borough Manager, responsible for overseeing the grant's implementation, 

reporting, and compliance. 

Procedures 
1. Pre-Award Process 

1.1 Grant Identification and Evaluation: 
 Departments must identify potential grant opportunities that align with Borough priorities. 
 Grant opportunities must be evaluated for eligibility, matching fund requirements, reporting 

obligations, and administrative capacity. 
1.2 Approval to Apply: 
 Departments seeking to apply for grants must obtain approval from the Borough Manager and 

Council (if required) before submission. 
 A Grant Application Form (Appendix A) must be completed and submitted with supporting 

documentation. 
1.3 Application Preparation and Submission: 

   - Grant applications must be prepared with accurate and complete information. 
   - The Borough Manager will coordinate the submission process to ensure timely delivery. 
2. Post-Award Process 

2.1 Award Notification: 
 Upon receipt of a grant award, the Borough Manager must review the Grant Agreement to ensure 

compliance with terms and conditions. 
  A summary of the grant, including funding amount, purpose, and key requirements, will be shared 

with relevant stakeholders. 
2.2 Grant Acceptance: 
 The Borough Manager and Council (if required) must formally accept the grant and execute the 

Grant Agreement. 
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 Documentation of acceptance must be maintained in the grant file. 
3. Grant Implementation and Monitoring 

3.1 Grant File Creation: 
  A centralized grant file must be established for each grant, including the Grant Agreement, 

application, budgets, correspondence, and reports. 
3.2 Budget Management: 
 The Borough Manager must ensure grant funds are expended in accordance with the approved 

budget and applicable regulations. 
 The grantor and the Borough Manager must approve any budget amendments. 

3.3 Reporting Requirements: 
 Grant reports (financial and programmatic) must be completed and submitted to the grantor by the 

specified deadlines. 
 Copies of all submitted reports must be retained in the grant file. 

3.4 Compliance Monitoring: 
 The Borough Manager ensures compliance with all grant requirements, including procurement, 

recordkeeping, and allowable expenses. 
4. Grant Closeout 

4.1 Final Reporting: 
 The Borough Manager must ensure all final reports are completed and submitted by the grantor’s 

deadline. 
4.2 Record Retention: 
 Grant records must be retained for a minimum of 7 years following the closeout date, in 

compliance with grantor requirements and Borough policy. 
4.3 Audit and Review: 
 Grants may be subject to audit by the grantor or external auditors. The Borough Manager must 

cooperate fully during audits and provide requested documentation. 

Roles and Responsibilities 
 Borough Manager (Grants Manager): Oversees the grant lifecycle, ensuring compliance and successful 

implementation. 
 Finance Department: Manages grant-related financial reporting, budgeting, and audit preparation. 
 Borough Council: Approves grant applications and awards exceeding thresholds as defined by Borough 

policy. 

Compliance 
Non-compliance with grant requirements may result in penalties, including repayment of funds. Employees 
responsible for non-compliance may face disciplinary action. 

Appendices 
 Appendix A: Grant Application Form 
 Appendix B: Grant Compliance Checklist 
 Appendix C: Sample Grant Reporting Template 

Approval: 

EFFECTIVE: Immediately                             APPROVAL: ____________________________ 
DATE: 12/10/2024                Dwight Boddorf, Borough Manager 
LAST REVISED: 
 
 
  
COUNCIL APPROVAL DATE: 12/10/2024 
 
APPROVAL: ___________________________ 
                      Scott Dadowski, Council President  
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