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NSG Coordination Checklist

This checklist outlines some of the main steps involved in coordinating the Neighbourhood Small Grants (NSG) program throughout a granting cycle. It can be used to provide an overview of the work, in planning or creating a timeline for the months ahead or to keep track of the activities as you complete them. Feel free to add to this list as needed. 
 
Checklist in preparation for grant opening
☐	If you haven’t already establish a Memorandum of Agreement with Vancouver Foundation or an NSG regional network near you
☐	Go through the “Getting Started” folder and read or review the documents 
☐	If you haven’t already, do some asset and demographic mapping based on “Mapping Your Community”. Or, if you have already done so, reflect on and add to the mapping done previously and any changes you might want to make to this year’s program.
☐	If applicable, reflect on last year’s granting cycle evaluation data and decide on any changes you want to make to this year’s program
☐	Confirm with past Neighbourhood Grant Committee (NGC) members whether they are returning for another year
☐	Recruit new members for any remaining spots on the NGC
☐	Do NGC interviews and confirm new members
☐	Host NGC Orientation and provide NGC with orientation materials
☐	Determine priority focus granting areas (optional)
 
Checklist for promotions and in preparation for grant deadline
☐	Collect/create promotional materials, including in various languages
☐	Distribute posters and postcards
☐	Update NSG Community Page on NSG website if needed
☐	Post information about grants on Partner Organization websites
☐	Do email and online promotions
☐	Host information sessions
☐	Promote the grants through the local media
☐	Do targeted promotion/relationship building for groups you wish to reach
☐	Make paper copies of the application available in various languages 
☐	Offer support with writing applications when needed
☐	Provide the NGC with access to the Grant Management System to review applications
☐	Send reminder emails to applicants with in-progress applications
☐	If applications that are submitted early do not follow the guidelines or have missing information ask the applicants to make changes
☐	Contact applicants with in-progress applications, to offer a last chance to submit them

Checklist for grant decision-making
☐	Collect paper applications and enter into Grant Management System
☐	Get applications translated if needed and enter into Grant Management System
☐	Set time and place of NGC meetings
☐	Read through applications and make notes
☐	Facilitate grant approval meetings
☐	Maintain database of decisions or enter directly into Grant Management System
☐	Contact applicants for clarifications and changes to applications as needed
☐	Enter decisions into the Grant Management System if they haven’t been already
☐	Send approval and decline letters to applicants
☐	Get cheques written
☐	Discuss next steps with NGC and send out NGC feedback survey
 
Checklist for Project Leader Orientation event, mentorship and support
☐	Set date and find venue for Project Leader Orientation event
☐ 	Send out Save the Date
☐	Send out invitations for Project Leader Orientation and track RSVP numbers
☐	Plan event including activities, food, and people to fill roles at event
☐ 	Pick up cheques
☐ 	Prepare cheque distribution table materials such as waiver and list of approved projects
☐ 	Host Project Leader Orientation and distribute cheques
☐	Create a way for those unable to attend Orientation event to pick up their cheques
☐	Provide Project Leaders with resources
☐	Set up mentorship relationships if needed/desired
☐	Encourage NGC to attend events and help with story harvesting
☐	Send reminder to Project Leaders to deposit cheques before they staledate
☐	Do ongoing story harvesting and create learning opportunities where possible

Checklist for grant wrap up 
☐	Keep track of project wrap-ups including RSVPs to Wrap Up Event and projects who have submitted a quick summary of their project by email or on the NSG website
☐	Set date and find venue for Project Leader Orientation event
☐ 	Send out Save the Date
☐	Enter unused funds that are returned into the Grant Management System
☐	Send out feedback survey to Project Leaders
☐	Send out invitations for Project Leader Orientation and track RSVP numbers
☐	Find Project Leaders to do oral presentations and project demonstrations
☐	Plan event including activities, food, and people to fill roles at event
☐	Plan NGC appreciation, including purchasing gifts
☐	Host Wrap-Up Celebration
☐	Send out feedback survey to Project Leaders
☐	Complete Coordinator feedback survey
☐	Complete or support completion of the Financial Report
☐	Contact projects who did not attend Wrap Up Celebration or wrap up in another way
☐	Make a note of any projects that do not wrap-up in case they apply again
☐	Download grant statistics and demographic data from the Grant Management System
☐	Return to asset and demographic mapping again to evaluate the granting cycle
☐	Reflect on successes and learnings for next year!
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