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PREFACE  
  
  
  
 The Title III Information Resource Manual is designed to assist University personnel in 
the implementation of activities funded by the Title III grant awarded to Grambling State 
University. It is designed to provide specific policies and procedures unique to the Title III 
HBCU program, support the proper monitoring and evaluation of program activities, and 
ensure the appropriate expenditure of program funds. 
  
 This Manual serves as a resource document in carrying out the approved Plan of 
Operation. Compliance with the guidelines and regulations included will ensure that the 
Federal grants are administered in accordance with Title III, Part B of the 1965 Higher 
Education Act, the U.S. Department of Education General Administrative Regulations 
(EDGAR), and other Federal directives, and affirms that Grambling State University has the 
documentation necessary to show compliance. 
  
 The Manual will be updated as changes in policies are made by the U.S. Department of 
Education and/or Grambling State University. This tool and all contents shall remain in effect 
until replaced by an updated version or revised insertions. 
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USING THIS HANDBOOK 
  

 The Title III Programs Information Resource Manual is designed to assist in 
carrying out the objectives of the Title III Part B, Strengthening Historically Black 
Colleges and Universities grant at Grambling State University. 
    
    Administrative procedures for the Title III funded activities follow the approved 
policies and practices of Grambling State University; however, Federal Law 
(EDGAR) requirements and Federal auditing practices (OMB Circulars) may 
conflict with current University policies and procedures. In all cases, Federal law 
will supersede the policies and practices of Grambling State University. Periodic 
updates to this Manual may be required to ensure that the University’s current 
policies and procedures reflect applicable Federal guidelines and practices. 
 
    In support of our compliance efforts, this Manual provides assistance to Activity 
Directors and other key personnel in carrying out the objectives and implementation 
strategy of the approved Plan of Operation. Activity Directors and all persons 
involved with the Title III grant should refer to the handbook as a guide to ensure 
adherence to all guidelines and regulations. 
 
    As grant requirements change, revisions or additions to the Manual will be 
necessary to ensure compliance. All Activity Directors and Title III personnel must 
become familiar with the grant requirements herein, keep up-to-date on all 
administrative procedures and ensure that policies are followed carefully.  
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GRAMBLING STATE UNIVERSITY 
TITLE III PROGRAM 

 ~~~~~~~~~~~~~~ 
 

MISSION STATEMENT The Grambling State University (GSU) Title III 

Program is committed to supporting the institution's overall mission. In particular, 
the primary goal is to ensure that funds are utilized to promote the quality 
enhancement, expansion and development of programs, services and activities that 
strengthen the University. These efforts are executed under the President’s directive 
and are aligned with the University’s priorities.  

 

 

Through the efforts of those funded programs approved by the administration, Title 
III seeks to improve the institution's academic quality, student services, institutional 
management, and fiscal stability.  

 

 

Additionally, the Title III Programs Office serves as a liaison between GSU and the 
U.S. Department of Education—Institutional Services (IS). This includes 
monitoring goal achievement and the attainment of objectives, ensuring compliance 
with federal regulations and statutes, articulating and clarifying the purpose of Title 
III to activity directors, and preparing and submitting reports to the U.S. Department 
of Education as required. 

 
~~~~~~~~~~~~~~ 
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GRAMBLING STATE UNIVERSTIY  
TITLE III PROGRAM 

HISTORICAL BACKGROUND 
  

On November 1, 1976, Grambling State University submitted a grant application for the Advanced Institutional 
Development Program (AIDP), Title III, Higher Education Act 1965, P.L. 89-329, as Amended, which 
contained a request for $5,404,016 to be used over a period of five years. On June 14, 1977, in response to the 
application, the University received a grant of $2,800,000. Faced with the necessity to alter its program, 
designed with a budget request of $5,404,016 and funded for only $2,800,000, the institution elected to retain 
all activities but to reduce the scope of each program. 

         For five activities of the funded program, the required reduction of scope resulted in the decision to 
terminate the components on June 30, 1978, at the close of their third year of operation. Those program 
components were: Activity III-Component 2: Developing the International Curriculum: Afro-American Studies; 
Activity III-Component 3: Improving the Humanities course; Activity IV: Integrating the Use of the Computer 
in Teaching and Learning; Activity V-Component 1: Training for Main streaming in Special Education; and 
Activity V-Component 2: Training Teachers for Inner City Schools. Hence, the 1979-80 fiscal year saw the 
termination of these elements of the program. 

           The fiscal year 1979-80 was also significant in at least three other regards. The first year saw a merger 
of the two title three programs within the Office of Education - The Basic Institutional Development (BID) 
Program and the Advanced Institutional Development (AID) Program - to form the Strengthening Development 
Institutions Programs (SDIP). Thus, during the third year of its operations at Grambling State University, the           
Advanced Institutional Development Program experienced a name change. No longer was it referred to as AIDP 
but henceforth as SDIP. 

            A second occurrence of significance was the inclusion of the Office of Education policy that the 
program’s administration should be reported similarly to all other Activities. Finally, a significant characteristic 
of 1978-80 was that it was the peak financial year for the Grambling State University program. Consistent with 
Title III policy, the expenditure of federal funds reached its maximum during the third grant year. 

          At the close of the fiscal year 1979-80, Grambling State University had participated in the Title III 
program for thirteen consecutive years-ten years of funding under its five-year grant awarded under the 
Advanced Institutional Development Program. The development that the institution has experienced as a result 
of the Title III Program is attested by the contents of this handbook.   
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INTRODUCTION 
 PURPOSE 

  Title III of the Higher Education Act of 1965, as amended, Strengthening Historically Black 
Colleges and Universities (HBCU) Programs, authorizes special assistance to strengthen the quality of 
developing institutions with the desire and potential to contribute substantially to the higher education 
resources of the nation. Amendments to the Act have altered some program elements, but it remains as 
written– an instrument to assist institutions demonstrating a constructive effort to strengthen themselves. 

  The Title III Program is a formula-based discretionary grant program also designed to help 
HBCUs improve their programs and enhance educational opportunities for students, while ultimately 
facilitating a decrease in reliance on governmental financial support, and to encourage reliance on 
endowments and private sources. It also provides financial assistance to Historically Black Colleges and 
Universities (HBCUs) to establish or strengthen improvements in academic resources, institutional 
management, financial stability, student services, endowment-building capacity, and physical plants. The 
Title III Program supports various focus areas at qualifying post-secondary institutions. At the institutional 
level, a wide range of activities are funded under these objectives. Even within a single institution, Title III 
funds are typically used to support more than one activity. 

 Funding is focused on institutions that enroll large proportions of minority and financially 
disadvantaged students with low per-student expenditures. The programs provide financial assistance to 
help institutions solve problems that may threaten their ability to survive, improve their management and 
fiscal operations, and build endowments. 

 From its inception, one of the primary missions of the Title III programs has been to support the 
Nation's Historically Black Colleges and Universities (HBCUs). The Title III programs have been expanded 
to support American Indian Tribally Controlled Colleges and Universities, Alaska Native and Native 
Hawaiian Serving Institutions. The program also includes activities funded under Title III, including student 
services, educational equipment acquisition, facility renovation/construction, and faculty and staff 
development. To be eligible to receive a grant under the Strengthening HBCU program, an institution must 
be designated by the Secretary of the U.S. Department of Education as an HBCU.  The Higher Education 
Act of 1965, as amended, defines an HBCU as an institution established prior to 1964 whose principal 
mission was, and is, the education of Black Americans, and must: 

  

(1) Satisfy Section 322 of the Higher Education Act of 1965, as amended (HEA);  

 (2) Be legally authorized by the State in which it is located: 

To be a junior or community college; or 
To provide an educational program for which it awards a bachelor’s degree; and, 

(3)  Be accredited or pre-accredited by a nationally recognized accrediting agency or 
association.  

http://www.sdbp.com/education_hbcu.html
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The Title III Program is a comprehensive improvement program for developing colleges/universities.   
Its goal is to strengthen the four major areas of an institution:  
  

 Academic Quality: Train and develop curriculum, develop academic programs, retain faculty,  
increase diversity in faculty, acquire library materials, etc. 

  

 Fiscal Stability: Establish development office, train development staff, strengthen alumni  
relations, establish donor database, build and manage endowment, etc. 

  

 Institutional Management: Create and maintain information systems, develop, integrate and 
update databases, staff and train an institutional research office, train and develop staff (other 
than teaching faculty), library facilities, infrastructure for the internet, construction and     
renovation, etc. 

  

 Student Services and Outcomes: Counseling, tutoring and mentoring, create and support 
learning communities, improve retention, etc. 
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Title III, Part B, Strengthening Historically Black Colleges and Universities 
Sections 321-327 of the Higher Education Act, as amended.  

(20 U.S.C. 1060-1063c) (HBCU) – CFDA: 84.031B 

§1062. Grants to institutions  

(a) General authorization; uses of funds 
From amounts available under section 1068h(a)(2) of this title for any fiscal year, the Secretary 
shall make grants (under section 1063 of this title) to institutions which have applications 
approved by the Secretary (under section 1063a of this title) for any of the following uses: 

(1) Purchase, rental, or lease of scientific or laboratory equipment for educational purposes, 
including instructional and research purposes. 

(2) Construction, maintenance, renovation, and improvement in classroom, library, 
laboratory, and other instructional facilities, including purchase or rental of 
telecommunications technology equipment or services. 

(3) Support of faculty exchanges, and faculty development and faculty fellowships to assist 
in attaining advanced degrees in their field of instruction. 

(4) Academic instruction in disciplines in which Black Americans are underrepresented. 

(5) Purchase of library books, periodicals, microfilm, and other educational materials, 
including telecommunications program materials. 

(6) Tutoring, counseling, and student service programs designed to improve academic 
success. 

(7) Funds and administrative management, and acquisition of equipment for use in 
strengthening funds management. 

(8) Joint use of facilities, such as laboratories and libraries. 

(9) Establishing or improving a development office to strengthen or improve contributions 
from alumni and the private sector. 

(10) Establishing or enhancing a program of teacher education designed to qualify students 
to teach in a public elementary or secondary school in the State that shall include, as part of 
such program, preparation for teacher certification. 

(11) Establishing community outreach programs which will encourage elementary and 
secondary students to develop the academic skills and the interest to pursue postsecondary 
education. 

(12) Acquisition of real property in connection with the construction, renovation, or addition 
to or improvement of campus facilities. 

LEGISLATIVE ALLOWABLE ACTIVITIES 

http://uscode.house.gov/view.xhtml?path=/prelim@title20/chapter28/subchapter3/partB&edition=prelim
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(13) Education or financial information designed to improve the financial literacy and 
economic literacy of students or the students' families, especially with regard to student 
indebtedness and student assistance programs under subchapter IV of this chapter and part C of 
subchapter I of chapter 34 of title 42. 

(14) Services necessary for the implementation of projects or activities that are described in 
the grant application and that are approved, in advance, by the Secretary, except that not more 
than two percent of the grant amount may be used for this purpose. 

(15) Other activities proposed in the application submitted pursuant to section 1063a of this 
title that— 

(A) contribute to carrying out the purposes of this part; and 

(B) are approved by the Secretary as part of the review and acceptance of such 
application. 

(b) Endowment fund 

(1) In general 
An institution may use not more than 20 percent of the grant funds provided under this part 

to establish or increase an endowment fund at the institution. 

(2) Matching requirement 
In order to be eligible to use grant funds in accordance with paragraph (1), the eligible 

institution shall provide matching funds from non-Federal sources, in an amount equal to or 
greater than the Federal funds used in accordance with paragraph (1), for the establishment or 
increase of the endowment fund. 

(3) Comparability 
The provisions of part C of this subchapter regarding the establishment or increase of an 

endowment fund, that the Secretary determines are not inconsistent with this subsection, shall 
apply to funds used under paragraph (1). 

(c) Limitations 
(1) No grant may be made under this chapter and part C of subchapter I of chapter 34 of title 42 for any 

educational program, activity, or service related to sectarian instruction or religious worship, or provided 
by a school or department of divinity. For the purpose of this subsection, the term "school or department 
of divinity" means an institution whose program is specifically for the education of students to prepare 
them to become ministers of religion or to enter upon some other religious vocation, or to prepare them to 
teach theological subjects. 

(2) Not more than 50 percent of the allotment of any institution may be available for the purpose of 
constructing or maintaining a classroom, library, laboratory, or other instructional facility. 
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Title III, Part F, Strengthening Historically Black Colleges and Universities 
Section 371 of the Higher Education Act, as amended (20 U.S.C. 1067q),  

FUTURE Act (formerly SAFRA) – CFDA: 84.031E 

§1067q. Investment in historically Black colleges and universities and other minority-serving 
institutions 

(C) Allocation and allotment HBCUS and PBIS 
From the amount made available for allocation under this subparagraph by subparagraph 

(A)(ii) for any fiscal year- 
  (i) 85 percent shall be available to eligible institutions described in subsection (a)(1) and 
shall be made available as grants under section 1062 of this title and allotted among such 
institutions under section 1063 of this title, treating such amount, plus the amount 
appropriated for such fiscal year in a regular or supplemental appropriation Act to carry 
out part B of this subchapter, as the amount appropriated to carry out part B of this 
subchapter for purposes of allotments under section 1063 of this title, for use by such 
institutions with a priority for- 

(I) activities described in paragraphs (1), (2), (4), (5), and (10) of section 1062(a) of 
this title;  

 
(1) Purchase, rental, or lease of scientific or laboratory equipment for educational 

purposes, including instructional and research purposes. 
(2) Construction, maintenance, renovation, and improvement in classroom, library, 

laboratory, and other instructional facilities, including purchase or rental of 
telecommunications technology equipment or services. 

(4) Academic instruction in disciplines in which Black Americans are underrepresented. 
(5) Purchase of library books, periodicals, microfilm, and other educational materials, 

including telecommunications program materials. 
(10) Establishing or enhancing a program of teacher education designed to qualify students 

to teach in a public elementary or secondary school in the State that shall include, as 
part of such program, preparation for teacher certification; and 

 

(II) other activities, consistent with the institution's comprehensive plan and 
designed to increase the institution's capacity to prepare students for careers in the 
physical or natural sciences, mathematics, computer science or information technology 
or sciences, engineering, language instruction in the less-commonly taught languages 
or international affairs, or nursing or allied health professions;  

 

  

http://uscode.house.gov/view.xhtml?req=granuleid:USC-prelim-title20-section1067q&num=0&edition=prelim
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Title III, Part B, Strengthening Historically Black Graduate Institutions  

Sections 326 of the Higher Education Act, as amended.  

(20 U.S.C. 1063b-1063c) (HBGI) – CFDA: 84.031K 

§1063b: Professional or graduate institutions 

(a) General authorization 

(C) USES OF FUNDS 
A grant under this section may be used for- 
(1) Purchase, rental or lease of scientific or laboratory equipment for educational 

purposes, including instructional and research purposes; 
(2) Construction, maintenance, renovation, and improvement in classroom, library, 

laboratory, and other instructional facilities, including purchase or rental of 
telecommunications technology equipment or services; 

(3) Purchase of library books, periodicals, technical and other scientific journals, 
microfilm, microfiche, and other educational materials, including telecommunications 
program materials; 

(4) Scholarships, fellowships, and other financial assistance for needy graduate and 
professional students to permit the enrollment of the students in and completion of the 
doctoral degree in medicine, dentistry, pharmacy, veterinary medicine, law, and the 
doctorate degree in the physical or natural sciences, engineering, mathematics, or 
other scientific disciplines in which African Americans are underrepresented; 

(5) Establishing or improving a development office to strengthen and increase 
contributions from alumni and the private sector; 

(6) Assisting in the establishment or maintenance of an institutional endowment to 
facilitate financial independence pursuant to section 1065 of this title; 

(7) Funds and administrative management, and the acquisition of equipment, including 
software, for use in strengthening funds management and management information 
systems; 

(8) Acquisition of real property that is adjacent to the campus in connection with the 
construction, renovation, or addition to or improvement of campus facilities; 

(9) Education or financial information designed to improve the financial literacy and 
economic literacy of students or the students' families, especially with regard to 
student indebtedness and student assistance programs under subchapter IV; 

(10) Services necessary for the implementation of projects or activities that are described 
in the grant application and that are approved, in advance, by the Secretary, except 
that not more than two percent of the grant amount may be used for this purpose; 

(11) Tutoring, counseling, and student service programs designed to improve academic 
success; and 

(12) Other activities proposed in the application submitted under subsection (d) that- 
(A) contribute to carrying out the purposes of this part; and 
(B) are approved by the Secretary as part of the review and acceptance of such 

application. 
 

http://uscode.house.gov/view.xhtml?req=granuleid:USC-prelim-title20-section1063b&num=0&edition=prelim
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UNALLOWABLE TITLE III HBCU COSTS: 

o Advertising and public relations designed solely to promote the institution 
 

o Promotional items and memorabilia, including models, gifts and souvenirs 
 

o Convocations or other events related to instruction or other institutional activities 
 

o Alumni activities and similar services 
 

o Activities that are not included in the grantee’s approved application 
 

o Entertainment (amusement, social activities, tickets to shows or sports events, etc.) 
 

o Lobbying 
 

o Goods or services for personal use 
 

o Organized fund raising (financial campaign, endowment drives, solicitation of gifts or bequests) 
 

o Membership in any civic, country club, social/dining or community organization 
 

o Office furnishing 
 

o Student recruitment 
 

o Student travel 
 

o Traveling to conferences, meetings, workshops, etc. to present, serve on a committee, or preside at a 
meeting 

 
o International travel 

 
o Student activities (intramural, student publications, clubs or other student activities) 

 
o Activities described in paragraph (a)(12) of section 608.10 that are not approved by the Secretary 

 
o Activities described in paragraph (a)(12) of section 609.10 that are not approved by the Secretary 

 
o Activities which are inconsistent with a State plan for desegregation of higher education that is 

applicable to the institution 
 

o Activities or services that relate to sectarian instruction or religious worship 
 

o Activities provided by a school or department of divinity. For the purpose of this section, a “school 
or department of divinity” means an institution, or a department of an institution whose program is 
specifically for the education of students to prepare them to become ministers of religion or to enter 
upon some other religious vocation, or to prepare them to teach theological subjects. 
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GRAMBLING STATE UNIVERSITY 

   

ADMINISTRATIVE AND OPERATIONAL POLICIES 

 

ADMINISTRATIVE POLICIES 

 All governing policies and procedures of the University are applicable to Title III personnel and 
activities.  
 
The University is required to spend Title III funds in a manner consistent with the provisions of the 
final approved operating plan. If modifications are necessary to the objectives and milestones of a 
particular activity as the program progresses, then such changes should be reflected in budgetary 
revisions. Budget revisions must be within Federal guidelines and must have the approval of the Title 
III Director and the President.  
 
All requisitions must be forwarded directly to the Title III Director’s office for clearance prior to final 
processing by the Office of Grants Administration and Purchasing/Contracts.  
 
Under no circumstances should a business arrangement be made with an outside vendor without 
satisfying all administrative requirements.  

   
  

 
OPERATIONAL POLICES 

  
Substantive changes in the general scheme of any Title III Activity must be approved by the Department 
of Education in writing prior to implementation. Requests for modification of any programmatic 
objective must be made through the GSU Title III Administration. If approved by the President, subject 
modifications will be included in our annual report submission to the Department of Education. It is 
only after approval is received from the Department of Education that changes may be affected.  
 
The Department of Education defines substantive changes to an institution’s program as those changes 
which redirect the objectives and scope of an activity, changes in key personnel, and continuation of 
the project for more than three months without the direction of a Project Director. 
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ADMINISTRATIVE STRUCTURE 

 At Grambling State University, the Director reports to the President of the University in the administration of 
this program. Within the Federal and Title III program guideline, the President determines which projects will 
be supported with Grambling State University Title III funds, and assists in designating Activity Directors. 

ADMINISTRATIVE STAFF 
 
 DIRECTOR: The Title III Director is responsible for the overall implementation of the policies and procedures 
of the program and for ensuring compliance with all applicable Federal and University regulations. The Director 
ensures that the President’s vision and priorities are reflected in all activities approved for funding, and serves 
as the President’s official agent on all Title III matters.  

 The Director has the following responsibilities: 
  

o Act as a liaison between the U.S. Department of Education and Grambling State University. 
 

o Ensure that the implementation process for Title III activities is consistent with the regulations 
governing Title III as well as with University policies, procedures, and staff relationships. 

 
o Facilitate the establishment of effective lines of communication to ensure that the Title III project 

operation is consistent with the goals of overall institutional development, institutional self-
sufficiency and grant objectives. 

 
o Provide leadership for integrating all activities in the project with all other University staff and 

University operations. 
 

o Approve all grant expenditures and maintain adequate authorization and audit trail records for 
all such expenditures. 

 
o Work in collaboration with the Office of Grants Administration to ensure that an efficient system 

for controls and routine reporting of Title III funds is maintained. 
 

o Communicate with Title III Program Officer in Washington, D.C.  
 

o Report progress on activities including successes and challenges to the University President. 
 

o Refine or revise objectives of the Title III activities as necessary and seek authorization from the 
U.S. Department of Education for implementation changes. 

 
o Provide Time and Effort reports as needed to document Title III assignments.  

 
o Hold regularly scheduled staff meetings and Activity Directors’ meetings to assist Activity 

Directors in solving problems with achieving objectives, keep them informed of policy changes, 
and share success of projects. 

 
o Integrate the Title III objectives and activities into the University Strategic Plan. 

 
o Represent Grambling State University at conferences and technical assistance workshops related 

directly to Title III activities. 
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COORDINATOR OF PROGRAMS: The Coordinator of Programs performs a variety of administrative 
duties, primarily in relation to storing and retrieving reports and monitoring the completion of objectives. 
These duties include, but are not limited to: Prepare and compiles all Title III related reports such as Annual 
Assessment, Annual Performance Report, Continuation Applications, Quarterly and Monthly reports, 
Mid-Year and End-of-the-Year reports. Sends Phase I Data report to the Office of Institutional Research 
for completion. Coordinates all Title III workshop; Coordinates the Title III formative and summative 
evaluations. Set-up Exit Interviews and prepare all booklets/binders for both Mid-Year and End-of-the-
Year Evaluations. Assist and provide information to Director, Activity Directors, and External Evaluators 
to ensure the integrity and quality of the Title III Program. Review Quarterly reports from Activity Director 
for the attainment of objectives and milestones before submitting to the Director. Disseminate copies of 
the Mid-Year and End-of-the-Year reports submitted by the External Evaluators to the Activity Directors 
and Title III Office staff. 

 
COORDINATOR OF BUDGETS:  Scrutinize and approve all requests for the Director’s signature.    
 Verify the availability of funds, review requests to determine if items appear in the approved budget and 
other check point information for all Title III funds.  Maintain a processing, retrieving and monitoring 
system (paper trail) that indicates the amount of funds received from the funding agency and the money 
expended by each activity.  (These records are used as an accounting and tracking mechanism by the Title 
III Office only.)  The official financial records are maintained, and reports are generated in the Accounting 
Office and Grants Administration. The Title III records are used in comparative studies and analogies of 
information when the end-of-the-grant year report is prepared. A close relationship is maintained with the 
Grants Administrator and Grants Accountant. Submit approved requests to Title III Director for 
signature.  Return all unapproved requests to Activity Directors with written information of why request 
was returned. Process and submit approved requests to the Grants Administration Office, Human 
Resources Office, President’s Office and the Vice President for Finance Office for further processing. 
Notify Activity Directors of all approved or denied requests.  Design budget charts and graphs to show the 
status of quarterly expenditure reports. 
  
  

PROGRAM ANALYST: Facilitate all clerical matters pertaining to the Title III Office; Attend all Title 
III meetings and prepare, transcribe meeting minutes. Distribute agendas and/or minutes of associated 
meetings. Send notices and reminders to Activity Directors for all Title III Meeting, Workshop and/or 
trainings. Send reminders to the Title III staff – timesheet submission. Maintain the decorum of the Title 
III Office.  Coordinate and schedule meetings for the Title III Director and office staff; Maintain calendar, 
schedules, appointments and meetings, events and/or other similar activities. Responsible for maintaining 
the Title III OneDrive and Teams account. Provide assistance to Title III Activity Directors; Provide 
orientation for new Title III Activity Directors; Create or implement a best practice for activity directors; 
Collect all required Start up forms, Title III reports and keep record of submissions; Monitor the progress 
of activity performance such as the timely submission of annual, monthly, quarterly and interim reporting.   
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ROLES AND RESPONSIBILITIES OF ACTIVITY DIRECTORS 

Activity Directors have immediate responsibility for carrying out their approved activity plans. This includes an 
understanding of the activity’s purpose and the knowledge of the relationship between objectives, milestones, 
implementation strategies, budget, and the Institution’s strategic priorities. An important facet of this 
responsibility is the requirement that activity personnel and Title III administrative staff work together to ensure 
the effective and efficient operation of the activity.  
  
Each Activity Director is responsible for overseeing operations and authorizing expenditures consonant with the 
purpose of the activity as approved by the funding agency, as well as with the established Title III and university 
regulations, policies, and procedures. Moreover, for purposes of project monitoring and budget management, 
this process requires that ALL expenditures be reviewed and approved by the Title III Director.  
  
Among the specific responsibilities of the Title III Activity Directors (AD) at GSU are:  
  

o Developing the annual plan of operation;  
 

o Conducting the day-to-day operations of the activity;  
 

o Securing and organizing the staff for the effectiveness and efficiency of an activity;  
 

o Keeping the Title III Director regularly informed relative to the progress of the activity, noting 
especially difficult areas as well as significant accomplishments;  

 
o Initiating/approving all expense requests and maintaining accurate financial records, including up-to-

date balances on all budget lines;   
 

o Day-to-day coordination of all programmatic activities generated by the respective programs.  
 

o Maintenance and submission of time and efforts reports for all persons involved in the activity.  
 

o Provided evidence of the status of each approved objective (s) along with proper documentation.  
 

o Maintenance of an up-to-date inventory and record of location and condition of all equipment 
purchased under Title III.  

 
o Completing, where appropriate, and submitting, on a timely basis, all required reports, e.g., monthly, 

(time and effort, inventories and monthly timesheets on all Title III paid employees), interim/progress, 
quarterly, final, Mid-Year and End-of-the-Year reports;  
 

o Ensuring that the responsibilities of Title III paid employees are in accordance with the application;  
 

o Conducting an on-going evaluation of the progress of the activity;  
 

o Attending regular Title III AD meetings, workshops and other related events as scheduled by the Title 
III Office;  
 

o Taking part in both the internal and external evaluations of the activity;  
 

o Performing other activity related duties as may become necessary;  
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PROGRESS ON OBJECTIVES  

1. It is the responsibility of the (AD) to ensure that progress is being made on objectives stated in 
the approved program plan;  
  
2. The (AD) should make sure that the program plan contains measurable objectives, references to 
baseline data, and an adequate timeline;  
  
3. The (AD) should make sure that documentation of progress is filed at the activity site along with 
any supporting data. This information should be reported in the Quarterly Performance Reports;  
  
4. The (AD) should also report potential deviations from the budget and program plan, and seek prior 
approval from the Title III Director before the change is implemented; and  
  
5. The (AD) should also ensure that each expenditure request placed in the system is monitored until 
the vendor has been paid and the items have been received.  

  
FISCAL MANAGEMENT  
It is the responsibility of the AC to ensure that funds awarded under Title III are spent according to the 
approved program plan. All requests should be monitored by the AD to determine if they are allowable, 
allocable, and reasonable. (See definitions below).   

Allowable: The costs must conform to any limitations or exclusions set forth in the approved 
program plan or in the Federal Cost Principles.  

  
Allocable: The cost will be incurred solely to support or advance the work of a specific approved 
program plan.  

  
Reasonable: The cost must be able to withstand public scrutiny, i.e., objective to individuals not 
affiliated with the activity would agree that a cost is appropriate.  

  
Other Limitations: Funds awarded under the HBCU Program must be used to Supplement and 
increase funds that would otherwise be made available for the purpose listed in 608.10 and 609 of 
the program regulations and in no case Supplant those funds.  
 
Supplement is defined as using grant funds to correct a deficiency in an existing activity or 
service, or to improve, enrich, or enhance an existing service or activity through the addition of 
new services or activities.  
 
Supplant is defined as substituting grant funds to pay for personnel, activities, services, or other 
cost that were supported from other sources prior to the receipt of a grant or such costs that are 
contained in the current institutional budget.  

 
A grantee shall not use more than fifty percent (50%) of its grant for constructing or maintaining a 
classroom, laboratory or other instructional facility.  
  
Applicants for a grant under the Strengthening Historically Black Colleges and Universities 
Program are strongly advised to carefully read the regulations applicable to the program. These 
regulations are the Institutional Aid – Strengthening Historically Black Colleges and Universities 
Program regulations (34 CFR 608).  
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RESPONSIVENESS TO COMMUNICATIONS AND ATTENDANCE AT MEETINGS 
 
It is extremely important for all Title III staff to stay in tuned to all lines of communications from the Title III 
Office. Important information will be disseminated in a variety of ways. It is the responsibility of the AD to 
make sure that information from the following sources is passed along to the appropriate faculty and/or staff.  
  

Regular meetings – Activity Directors should be present at all regularly scheduled meetings. It is the 
ADs responsibility to make sure that information from the meetings is given to appropriate Title III 
paid staff to keep them informed. Important information pertaining to the grant and/or changes from 
the DOE will be discussed in this meeting.  
  
Called meetings - The Title III Program Office will be hosting a variety of workshops and meetings to 
inform Activity Directors and/or other persons paid with Title III funds of updates and changes as it 
relates to Title III. It is the responsibility of the AD to be present and to make sure that appropriate staff 
members are present (other staff will be notified if necessary to attend) at specific called meetings and 
workshops.  
  
Website Postings – The Title III website (http://www.gram.edu/titleiii), will be updated frequently 
and will contain the latest information related to Title III activities. It is the responsibility of the AD to 
ensure that information posted on the website is disseminated to appropriate faculty and staff. We 
suggest that you view the website daily.  
  
Email Messages – Email messages from the Title III Office will also contain important               
information. The AD should ensure that the information received via email is distributed to appropriate 
faculty and staff.  
  
Accuracy and Timelines of Reports – It is the responsibility of the AD to ensure that all required reports 
are accurate and submitted in a timely manner. 
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2022-2027 

POLICIES & PROCEDURES   
HANDBOOK 

TITLE III ACTIVITY START-UP FORMS 

 All approved Title III funded activities must submit start-up forms to the Title III Office by October 1st. 
These forms are required before any requests are made for the expenditure of Title III funds:  
   
PERSONNEL ROSTER 
The personnel roster should include a list of all persons working on the Title III funded grant, whether paid 
partially or wholly by the grant or paid from the University operating budget. This roster must be updated 
in the event of a change in personnel.  
   
GRANT FUNDED POSITION 
The grant funded position form is to be signed by all Title III employees upon hiring and renewal of contract 
at the beginning of each grant year. It is to ensure that all Title III employees are aware of the stipulations of 
Grant Appointment positions and it states: “Your employment with Grambling State University is contingent 
on the availability of adequate funding.  Should funding be cancelled by the funding agency prior to the 
expiration of an appointment, you will be given as much advance notice as possible. Furthermore, there is 
no assurance of re-employment after the expiration date of this grant appointment”. 
   
INFORMATION FORM FOR GRANT DIRECTORS 
The Information Form for Grant Directors is generated by the Grants Administration Office. The form 
documents the name and contact information of the Activity Directors. 
   
BUDGET CODING FORM 
The Budget Coding form is used to set up the yearly budgets of each Title III Activity in the Grants 
Administration Office. All amounts be the same as the budgeted line items in the APPROVED application. 
   
GSU BANNER FINANCE ACCESS REQUEST FORM 
 The Banner Finance form provides Activity Directors and support personnel access to requisition entry, 
budget access and review.  
   
PERSONNEL ACTION FORM (PAF) 
The Personnel Action Form must be provided for each individual employed at the university. A new PAF 
must be completed each year or as there is a change in position. 
 
PREAPPOINTMENT –The pre-appointment form is provided by the Office of Human Resources. This 
form is used to fill a vacant position. Used to fill an existing Unclassified/faculty position with the same 
title/money or the money is less than a 10% increase. Used to fill all vacant Classified positions. 
  
BOARD PRIOR APPROVAL –The Personnel Action Form must be provided for each individual 
employed at the university. A new PAF must be completed each year or as there is a change in position. New 
position- A position that is not in the budget and requires new monies. Replace/Update – Title change or 
increase in salary of 10% percent or more Emergency/Temporary- Interim position for up to 12 months. 
Temporary position for up to 3 months until position can be filled or is no longer needed. 
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Start-up Forms Checklist  

  Personnel Roster 

  Banner Finance Access Request Form 

  Budget Coding Form 

  Information Form for Grant Directors 

Personnel Checklist 

  Personnel Action Form –PAF (Continuing Employment) 

  Board Prior Approval (New Position) 

  Pre-Appointment (To fill a vacant position) 

  Resume 

  Job Description 

  Justification Letter 

  Organizational Chart 

  Grant Funded Position Form 
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GRAMBLING STATE UNIVERSITY 
Title III Programs 

Information Form for Grant Directors 

Funding Agency Department of Education 

Grant Director   

Grant Period 2022 - 2023 

Grant Type      ☐HBCU      ☐ SAFRA        ☐MASTERS 

Grant Status ☐NEW ☐CONTINUATION ☐CARRYOVER ☐OTHER 

Activity Title   

Activity Number   

Budget Funding Code   

Organization Code 1005 

  

Activity Director’s 

Name   

Cell Number   

Office Email   

Office Address   
  

Date of Birth 
(mm/dd) 

  

  

Activity Director’s Support Staff 

Name   

Office Phone   

Office Email   
  

Inventory Specialist 

Name   

Office Phone   

Office Email   
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PERSONNEL 
 
Personnel are to be hired in a non-discriminatory manner. This category includes all full-time, part-time, 
and temporary employees who are supported by Title III funds. Hiring procedures will follow University 
policy. The Title III Director must be consulted to ensure that the hiring of persons for Title III activities 
are within the framework of the approved plan and to ensure that appropriate funds are available to 
accommodate the action. Title III funds may not be used to supplant the use of University funds in the 
hiring process.  
  
The following actions must be completed for all persons being paid with Title III funds: 
 

o A Board Prior Approval Form (new position) or Pre-Appointment Form (to fill existing position) 
must be initiated for any position that will be funded by Title III. This form will be initiated by the 
Activity Director and routed to the appropriate Vice President, Dean or department head for initial 
approval. Once approved these forms should be routed to the Title III Director for processing. The 
average processing time for this is approximately ten (10) working days.  
 

o The Title III Director is expected to coordinate this approval process to determine the sources of 
funding that will be used for the position. The position is required to be posted for a minimum of 
five (5) working days prior to final hiring decisions.  
 

o The Personnel Action Form (PAF) should be initiated by the Activity Director. Final approval must 
be made by the President prior to the employment of any individual receiving salary under Title III 
programs. Personnel funded by Title III should not be hired without notifying the Title III Office. If 
an individual is terminated the Title III Office must receive a letter of separation from Human 
Resources before the position is filled. It is the responsibility of the Activity Directors to ensure these 
actions are routed through the Title III Office.  
 

o It should be noted that the University is not obligated to offer appointed personnel the budgeted 
salary amount. Salaries are based on equity, expected duties and responsibilities, experience and 
qualifications needed to perform the assigned duties in a particular position. 
 

o Individuals hired should clearly understand that they are being supported by Federal funds and that 
their employment is contingent on the receipt of those funds and the overall success of their Activity.  
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https://www.gram.edu/offices/infotech/teleworking/docusigntips.php?FormId=19d73c4d-f08e-424d-
98cd-6a457ba4d107   

DOCUSIGN LINK: 
https://www.gram.edu/offices/infotech/teleworking/docusigntips.php?FormId=19d73c4d-f08e-424d-
98cd-6a457ba4d107  

https://www.gram.edu/offices/infotech/teleworking/docusigntips.php?FormId=19d73c4d-f08e-424d-98cd-6a457ba4d107
https://www.gram.edu/offices/infotech/teleworking/docusigntips.php?FormId=19d73c4d-f08e-424d-98cd-6a457ba4d107
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DOCUSIGN LINK: 
https://www.gram.edu/offices/infotech/teleworking/docusigntips.php?FormId=489567f4-c1ff-401a-9d01-
aef1977926e0  

https://www.gram.edu/offices/infotech/teleworking/docusigntips.php?FormId=489567f4-c1ff-401a-9d01-aef1977926e0
https://www.gram.edu/offices/infotech/teleworking/docusigntips.php?FormId=489567f4-c1ff-401a-9d01-aef1977926e0
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DOCUSIGN LINK: https://www.gram.edu/offices/infotech/teleworking/docusigntips.php?FormId=489567f4-
c1ff-401a-9d01-aef1977926e0  

https://www.gram.edu/offices/infotech/teleworking/docusigntips.php?FormId=489567f4-c1ff-401a-9d01-aef1977926e0
https://www.gram.edu/offices/infotech/teleworking/docusigntips.php?FormId=489567f4-c1ff-401a-9d01-aef1977926e0
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SAMPLE JOB DESCRIPTION 
1.   ORGANIZATIONAL INFORMATION 
 
Present Title of Position:    Test 
Position Status:  Exempt or Non-Exempt Exempt  
 
Division: 

  
President 

  
Academic Affairs 

 
x 

 
Finance/Operations 

  Student Affairs  Institutional 
Advancement 

 Facilities 

 
Department/Office: 

 
Human Resources 

 

Supervisor’s Name: Test Test  
Supervisor’s Title: AVP for HR   
 
 
2.  PURPOSE OF POSITION:   
The Coordinator of Training and HR Web and Database Manager will enhance the efficiency of employee performance by 
facilitating training for all employees. The purpose of this job is to enhance employee performance and productivity. 

 
 
3.  QUALIFICATIONS/REQUIREMENTS: 
A Bachelor’s degree is required with eight years of experience in higher education. Preferred applicants should have 
experience with training, software applications and experience with BANNER, Moodle, ARGOS, and People Admin. 
Applicants must have demonstrated exceptional computer, interpersonal and communication skills. 

 
 
4.  ESSENTIAL JOB FUNCTION: 

 
 

 
5.  DUTIES AND RESPONSIBILITIES:                                             (must equal to 100%) 

Duties and Responsibilities % of time 
 
Identify and assess future and current training needs through job analysis, career paths, annual performance 
appraisals and consultation with line managers 
Draw an overall or individualized training and development plan that addresses needs and expectations 
Deploy a wide variety of training methods 
 
Conduct effective induction and orientation sessions 
Monitor and evaluate training program’s effectiveness, success and ROI periodically and report on them 
 
Provide opportunities for ongoing development 
Resolve any specific problems and tailor programs as necessary 
Maintain a keen understanding of training trends, developments and best practices 
 
Familiarity with traditional and modern training methods (mentoring, coaching, on-the-job or in classroom 
training, e-learning, workshops, simulations etc) 
 

 
    50% 

 
 

   
     25% 
 
 
     10% 
 
 
 
       5% 

  
Other duties as assigned by the AVP for Human Resources      5% 
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6.  SUPERVISORY RESPONSIBILITY: 
 

Position titles of your subordinates: 
 
 

 
7.  SIGNATURES AND APPROVALS: 

 
Employee’s Signature 
 

  
Date: 

 Gram Tiger      08/04/2020 
   
Department/Unit Head’s Signature  Date: 

   
 Test Test   08/04/2020 
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BUDGET PROCESS 

Each Activity Director will be provided with an annual line item budget and periodic budget 
reports. Budget reports should be carefully reviewed against the records and documentation 
maintained by the Activity and any discrepancies noted should be shared with the Title III 
Director and Budget Coordinator. 
  
Periodic budget analysis should also be conducted to ensure that Title III funds are being spent in 
a timely and efficient manner. The expectation is that annual funds will be utilized in a manner 
which ensures that the objectives of the Activity are accomplished. Any deviation or 
discrepancies should be explained in the Quarterly Performance Report. 
  
All budgets must be tied to the approved program Plan of Operation and consistent with the 
intent of the Department of Education in carrying out the objectives of Title III Programs. 
  
  
ADMINISTRATION OF ACTIVITY BUDGETS 
  

1. A copy of each activity approved budget shall be transmitted from the Title III Office to each 
Activity Director after formal receipt of notification that the grant has been approved. 

2. The University reserves the right to freeze Title III funds in cases where funds are misused 
and/or where sufficient evidence exists that programmatic activities are not in compliance with 
the spirit or substance of approved plans of operation. 

3. All requests for Title III funds must be submitted to the Title III Office for the Director’s 
approval. 

4. Requests for items not listed in the approved budget must be written to the Director of Title III 
for submission of approval from the funding agency. 

5. Inventory reports of all Title III equipment and its location must be accounted for by Activity 
Director.  

6. Persons may be charged for misuse or abuse of equipment or from thefts resulting from 
negligence. 

7. No requisitions will be processed if all necessary documents/reports are not submitted to the 
Title III Office by the specified due dates. 
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ACTIVITY BUDGET ADJUSTMENT PROCEDURES 
  
1. The Title III Director must approve the Budget Adjustment before obligations are made 

and funds are expended. Each Budget Adjustment must be completed with the Name of 
Eligible Recipient, Activity Number, Program Fiscal Year, and have original signatures.  
Include a clear, precise narrative, description, and justification addressing each object code 
affected by the adjustment. Do not use narratives such as “Increasing code by $50,000 due 
to under-budgeting. 

  
2.   Only THREE (3) budget adjustment per fiscal year will be allowed. If an unexpected need 

arises, additional revisions will be considered in an extremely limited basis.   
  
3.   Budget Adjustments must be budgeted in whole dollars. Round all monies to the nearest 

dollar. 
  
4.   Budget Adjustment forms, the columns and rows must be complete and mathematically 

correct.        
  
5.        All forms submitted should have DocuSign signatures.   
  
6.   The MINOR budget adjustments will be approved or denied by the Title III Director.     

MAJOR budget adjustments will be forwarded to the Title III Program Offices at the U.S. 
Department of Education (DOE) for review and approval. Approval from the (DOE) 
Program Officer may take up to forty-five (45) days. Whether approved or denied, the Title 
III Director will notify the Activity Director.    

  
7. If the budget adjustment does not follow the procedures, the approval process could be 

delayed and may result in the adjustment being returned to the Activity Director for 
appropriate corrections. 

  
  
8.   Funds may not be obligated until the revision is approved. The effective date will be the 

date the DOE Program Officer approves the form. 
  
  
BUDGET ADJUSTMENTS 
  
Budget changes may become necessary because of a number of reasons including, problems 
caused by the funding cycle, oversights, or lack of information at the time of an original request, 
delayed employment of personnel or other acquisitions, and needs growing out of, or information 
gained from, experience. Two (2) types of budget revisions are permitted under Title III:  
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MINOR BUDGET ADJUSTMENT  
  
A minor adjustment or change can be made without prior approval by the U.S. Department of 
Education (ED). This redistribution of funds must satisfy the “JAR TEST” – that is, it must be 
Justifiable, Allowable, and Reasonable, and not involve actions listed under “Major Budget 
Revisions.” Further, in order to use ED grant funds properly and legally, all expenses must be 
allocable and necessary. A BUDGET ADJUSTMENT JUSTIFICATION FORM must be attached 
to all budget adjustments. The elements include the following: 
  

1. Explain the line item where funds are being decreased (-) from and increased (+) to. Tell 
how/why these funds are available. 

2. Provide a detailed description of how funds will be expended (list of items, costs, 
contractual services, etc...) and how they will help accomplish the stated objectives. 

3. If you are redirecting funds from an objective not deleted, explain how the objective will 
be accomplished without the allocated funds. 

4. Are you requesting items not listed in the APPROVED application? If yes, please 
explain. 

  
MAJOR BUDGET ADJUSTMENT 

  
A major budget adjustment must receive prior approval from DOE before it is implemented. The 
elements and format of this type of revision are the same as for a minor revision. A major budget 
revision is necessary to: 
  

1. Establish a new line item. 

2. Purchase equipment (not currently budgeted or not included in the approved budget) or 

to increase the approved equipment amount by more than 25%.   

3. Increase original amount budgeted for travel by more than 25%. 

4. Amend contracts with assisting agencies. 

5. Add new activity objectives or deleting old ones. 

6. Changes in project scope or objectives. 

7. Changes in key personnel specified in the award document. 

8. Additional Federal funds are awarded after original allocation. 

9. The transfer of funds allotted for training allowances to other categories. 

10. Transfer or contracting out of any work. 

11. Adding a new budget category that is not included in the approved budget or adding 

new line items to existing categories of the budget.  

12. Adding domestic travel that is not in the approved budget. 
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BUDGET ADJUSTMENTS 
  

Only THREE Budget Adjustments will be allowed during the Grant Year.   
NO EXCEPTIONS!!!!!!!!!!! 

  
DETAILS TO REMEMBER:   

  
o The request for the transfer of funds is initiated by the Activity completing a Budget 

Adjustment Form for the appropriate Title III grant. 
 
o All requested information on the Budget Adjustment Form Should be completed. 
 
o In the “From” and “To” sections indicate the name of the fund code and organization code 

in which the transfer is to occur.   
 
o In the “From” and “To” sections indicate the name of the Activity in which the transfers is 

to occur. 
 
o The form is completed from left to right, showing the line items that will be decreased on 

the left and the line items that will be increased on the right. 
 
o The decrease column on the left and the increase column on the right should always  

balance.  (If the total amount of the decrease column is -$400.00, the increase column 
should total $400.00). 

 
o After the forms are completed, the Activity Director signs on the Requested by and    

Activity Director lines. 
 
o The Activity Director must complete and attaché a detailed justification using the “JAR” 

Method as outlined in the Title III Policy and Procedural Manual.  
 
o The signed Budget Adjustment Form and JAR Justification are forwarded to the Title III 

Office for approval  
 
o Once approved by Title III and /or the Department of Education, the Budget Adjustment 

form is forwarded to the Office of Grants Administration for processing of the approved 
adjustments. 
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BUDGET MANAGEMENT PROCEDURES (BANNERWEB) 

HOW TO CHECK YOUR BUDGET 
Banner Web Inception to Date Report 

 
o Login into Banner Web 

o Click on the Finance Tab 

o Click on Budget Queries 

o Click on Budget Status by Account 

o Click on Create Query 

o Select Adjusted, Year to Date, Encumbrances & Available Balance 

o Click Continue 

o Enter Parameters, Enter Fund Code No. (twice) 

o Click Submit Query 

CHECK ITEMS LISTED IN COMMITMENTS ON BUDGET REPORT 
Login to Banner Web > Go to Budget Queries >Create a Query by Budget Status by Account 
>Click on a Commitment Link 

  
CHECK APPROVAL STATUS OF PURCHASE REQUISITION (HISTORY)  

o Login to Banner Web 
 

o Click on the Financial Information Menu  
 

o Click on Approve Documents 
 

o Select documents for which you are the next approver or select 
 

o All documents which you may approve 
 

o Click Submit Query 
 

O From the Approve Documents List, click on the History Link for one of the documents  
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HOW TO DISAPPROVE A REQUISITION 

o Click Financial Information Menu 
 

o Click on Approve Documents 
 

o All documents which you may approve 
 

o Click Submit Query 
 

o Select the requisition to be disapproved 
 

o Click disapprove 
 

O Then Click disapprove documents 

  

CHECK STATUS OF PURCHASE ORDER (OPEN OR CLOSED)  
  

o Click Financial Information Menu 
 

o Login to Banner Web 
 

o Click on Encumbrance Query 
 

o Fill in Fiscal Year 
 

o Fill in Fiscal Period 
 

o Select Encumbrance Status from drop down 
 

o Fill in other parameters 
 

o Click Submit Query 
 

O View results 
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EQUIPMENT AND SUPPLY REQUISITIONS 
 
DETAILS TO REMEMBER: 

o All Requests must be listed in the Approved Proposal. If the requests are not listed, they 
will be DENIED. 

 
o Sufficient funds should be available in the account code that you are requesting to charge.  

Any requests received in NSF status will be DENIED. 
 
o Follow requests through to completion. Once a request has been approved by the Title III 

Office, notification of the approval status will be emailed. It is the responsibility of the 
Activity Support Staff to follow through with Grants, Purchasing, etc. 

 
o Equipment and Supply requests are submitted in Banner to Title III for approval via a 

Purchase Requisition, Requisition Form, available in the Banner procurement module, 
must be used to purchase supplies, materials, equipment, and/or services from off-campus 
vendors. 

 
o University Purchasing Procedures are to be followed when requesting Title III funds for 

the purchase of equipment and supplies. 
 
o Do not wait until the last minute to submit your requisition. To allow adequate time for 

each requisition to go thru the approval queue. Each requisition should be process in a 
timely manner, to ensure that all requests will be properly reviewed and processed.  

 
o The Document Text  (See page ___ ) of all online requisitions must include an Objective, 

the Title III Activity Number, and a budget page reference. All supply and equipment 
request must be directly related to the objectives of the Title III activity for the current 
grant year. All requests must be listed in the approved proposal. Any requests that are not 
listed, as well as requests that do not have all required information will be DENIED. 

 
o The requestor should provide a detail description of the items they are requesting to 

purchase on the requisition.  
 
o Once the requisition reaches the Title III Approval queue, it is perused for allow ability 

and accuracy. If all requirements are met, the requisition is approved by Title III and 
forwarded to the Grants Administration Approval Queue. 

 
o After the approval of Grants Administration, the requisition is forwarded to the Purchasing 

Department. The Purchasing Department issues the Purchase Order for the requested items.  
Copies are sent to the   vendor, the requestor and the Title III Office. 

 
o Upon receipt of the items, the requestor creates a Completion Report by checking off each 

received item on the purchase order and then signing and dating it. A copy of the 
completion report and signed original Invoice is forwarded to Accounts Payable.  Also, a 
copy of the completion report is forwarded to the Title III Office by the requestor. 
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PURCHASE REQUISITIONS 
 
All requests for supplies, equipment, services, subscriptions or any other transactions that     
involve an expenditure of University and Title III funds require the initiation of a purchase   
requisitions. 
  

o Requisition Form, available in the Banner procurement module, must be used to 

purchase supplies, materials, equipment, and/or services from off-campus 

vendors. 

o Requisitions that require bidding. (See Purchasing Guidelines)  

o Requisitions will be encumbered upon receipt in order to commit the funds for 

that purchase. Requesting agents should provide accurate price estimates to 

ensure that adequate funds are available at award time. 

o Forward copies of quotes to the Purchasing Department. 

All technology purchases must have the written approval from the Department of Information 
Technology. After the requisition is completed, it is submitted electronically for approval. A 
typical approval queue is as follows: 

o Activity Director (Support Personnel) 

o Grants Administration 

o Purchasing 

When the requisition reaches the approval queue of the Title III Office, the Coordinator of Budget 
reviews the request and forwards it to the Title III Director for review and approval. Once approved 
by the Title III Director, it is then transmitted to the Grants Office for approval. The requisition 
then goes to the Purchasing Department for FINAL approval and a purchase order is issued. All 
changes on purchase requisitions, travel requests, purchase orders, consultant requisitions, 
etc. must be on a Requisition Adjustment Form. 
  
PURCHASE ORDER 
  

Once the purchasing process has been properly completed, copies of the purchase order are 
distributed to the Vendor, Requesting Department, Accounts Payable and Receiving. The 
requisitioning department is responsible for verifying the receipt of goods/services ordered. 
To ensure payment for goods or services received, the department must sign a copy of the 
purchase order. The requisitioning Department will forward to Accounts Payable the signed copy 
of the purchase order and original invoice authorizing Accounts Payable to issue payment to the 
appropriate vendor. 
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VENDORS  
Grambling State University Purchasing Department encourages departments to seek information 
on products and services from vendors. When needed, the Purchasing Department should be 
contacted for assistance in locating vendors and developing a procurement plan.  
To assist you in dealing with vendors and to assist you in avoiding some common pitfalls, the 
following guidelines are suggested: 
 

o All vendors should be given identical specifications, so each has an equal 
opportunity to compete.  

 
o Contact more than one vendor whenever possible. The more alternatives the better. 

It is imperative that you state on your purchase requisition a complete description 
of the item(s) being purchased, and attach all pertinent information about the 
suggested vendor (name of company, representative, address, telephone number, 
product literature, etc.) 

 
o Do not commit the University by telling a vendor he or she has the order. ONLY A 

PURCHASE ORDER SIGNED BY THE DIRECTOR OF PURCHASING CAN 
COMMIT THE UNIVERSITY.  

 
o Do not receive merchandise from a vendor before a signed purchase order has been 

issued. Do not pay for items for the University with personal funds. However, 
written authorization-approving reimbursement by the unit Vice President is 
required before the University will make payment. Failure to adhere to the above 
guidelines would constitute an unauthorized purchase.  

 
o Never accept payments or gifts from vendors.  

 
o Do not wait until the last minute to submit your requisition. The more time 

Purchasing (and the vendor) have to process the purchase order, a better job can be 
done for you.  

 
PROCESSING OF THE PURCHASE ORDER OCCURS ONLY AFTER THE   

APPROVED PURCHASE REQUISITION IS RECEIVED.  
  

  
 

 

 



49 | P a g e  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



50 | P a g e  
 

The Department of Education requires the University to maintain records that show the amount of 
funds awarded under each grant; how the spending of funds related to the overall effectiveness of 
the institution; how the grant funds were used; the total scope of the project and other records to 
aid in facilitating an effective audit. The University must keep records that demonstrate 
compliance with the program requirements and records that show significant project expenses and 
results. The records must be retained for five (5) years after the final financial reports are submitted 
for the Activity for which the funds were granted. 
 
APPLICATIONS FOR CONTINUED FUNDING UNDER TITLE III  
Proposed activities, which are approved by University officials for continued funding under Title 
III, must submit an application during the Spring Semester of the year currently funded, which 
provides the following information:  
  

An Activity Abstract: The activity abstract provides an overview of the plan of operation 
for the grant year. 
  
Activity Objectives for the Next Budget Period: Objectives for the next year should be 
included and must be described in clear, concise measurable terms. These objectives must 
include the attainment measurement in quantitative terms.  
 
An Activity Budget: All budgeted items are to be reflected in the format provided by the 
Department of Education, including major items such as Personnel, Fringe Benefits, 
Travel, Equipment, Contractual Services, Student Wages, and others that allow the Activity 
to function as efficiently as intended. Must provide a detailed description of items to be 
purchased. 

  
Substantive changes in the scope and/or plan of operation of any Title III Activity must be 
approved by the Department of Education in writing prior to implementation. Requests for 
modification of any programmatic objective must be made through the Title III Director. If 
approved by the President, modifications will be included in our annual report submission to the 
Department of Education.  
  
Only after approval is received from the Department of Education can changes be effective. 
The Department of Education defines substantive changes to an institution’s program as those 
changes which redirect the objectives and scope of an activity, changes in key personnel, and 
continuation of the project for more than three months without the direction of a Project Director.  

 
 

An Activity Budget: All budgeted items are to be reflected in the format provided by the 
Department of     Education, including major items such as Personnel, Fringe Benefits, Travel, 
Equipment, Contractual Services, Student Wages and others that allow the Activity to function 
as efficiently as intended.  

  
Substantive changes in the scope and/or plan of operation of any Title III Activity must be 
approved by the Department of Education in writing prior to implementation. Requests for 
modification of any programmatic objective must be made through the Title III Director. If 
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approved by the President, modifications will be included in our annual report submission to the 
Department of Education. Only after approval is received from the Department of Education can 
changes be effective. The Department of Education defines substantive changes to an 
institution’s program as those changes which redirect the objectives and scope of an activity, 
changes in key personnel, international travel, and continuation of the project for more than three 
months without the direction of a Project Director.  

 
Reports of Progress in Achieving Title III Objectives  
Both internal and external evaluations are management tools used to keep the program focused on annual 
objectives. EDGAR states that recipients shall monitor the performance of grant-supported activities and 
report progress according to program requirements. The evaluation should review programmatic 
progress to assure that positive efforts are being made toward achieving the goals of the grant. Internal 
audit evaluations will be carried out through quarterly monitoring reports, annual progress reports, and 
semi-annual Title III workshops. External evaluation is recommended annually. External evaluation will 
determine progress in achieving the objectives in its approved application, the effectiveness of the project 
in meeting the purposes of the program, and the effect of projects on the persons directly impacted by 
the projects.  

  
MONTHLY REPORTING 

  
CERTIFICATE OF EFFORT REPORTING 
The Federal Government requires that grant recipients conduct timekeeping for full-time and 
part-time employees assigned to grant projects either as a direct charge or an in-kind 
contribution.  Activity Directors are responsible for submitting Certificate of efforts to the Title 
III Office for each person assigned to work on an Activity in order that verification of his/her 
job performance can be made to University administrators and to the Grants Administrator.   

  
The Certificate of Effort meets all Federal reporting requirements. It should be signed, completed 
and submitted monthly. To facilitate understanding the following steps should be used: 

 
o The Title III Office will provide forms for all individuals working on the grant 

project. 
 

o Time & Effort reporting must indicate the major tasks performed each month, as 
they relate to the objectives in approved plan of operation. The forms will be 
signed by the employee and countersigned by the appropriate administrator. 

 
o All Title III personnel are subject to internal audits to provide documentation for 

tasks indicated for the month. 
 

o The forms will be submitted to the Title III Office by the 5th of each month for 
the Title III Director ‘s signature and submission to Grants Administration. 

 
o The Certificate of Effort report does not replace other attendance forms required 

by the institution.  
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TIMESHEETS 
Timesheets must be submitted for all Title III personnel “paid” by the grant whether wholly or 
partially. Timesheets must be uploaded monthly from BANNER and submitted along with 
Certificate of Effort reporting. 
  

FAILURE TO SUBMIT MONTHLY REORTS BY THE NOTED DUE DATES MAY 
RESULT IN AN ACTIVITY BECOMING INELIGIBLE FOR CONTINUED FUNDING. 
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INVENTORY (EQUIPMENT) 
Equipment inventory must be submitted monthly for all items “received’ for that particular 
month. If no inventory is received for the month indicate “NO EQUIPMENT received”.  
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REPORTS OF PROGRESS IN ACHIEVING TITLE III OBJECTIVES  
  
Both internal and external evaluations are management tools used to keep the program focused 
on annual objectives. EDGAR states that recipients shall monitor the performance of grant-
supported activities and report progress according to program requirements. Internal audit 
evaluations will be carried out through quarterly monitoring reports, annual progress reports, and 
semi-annual Title III workshops.  
  
QUARTERLY PROGRESS REPORT 
In order to provide systematic documentation of the achievement of objectives for each activity 
of the grant, activity coordinators are required to complete a report of progress in achieving grant 
objectives. The reports are to be placed on the forms provided by the Title III Office. They will 
be due each quarter according to the schedule that follows.  
  

Quarterly Performance Report Time Schedule 
QUARTER PERIOD DUE DATE 

1st October – December January 5th 

2nd January – March April 5th 

3rd April - June July 5th 

4th/APR July - September October 30th 

 
 
The quarterly monitoring report indicates the progress in achieving activity objectives by using 
tasks and/or milestones, in the plan of operation for the grant year. The report should be submitted 
on or before the 5th of each quarter, with an indication of whether milestones are completed, in-
progress, on-going, deleted or rescheduled. Any milestone that has not been completed as planned 
should be rescheduled or deleted, and an explanation given regarding the circumstances for non-
achievement or deletion.  
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EXTERNAL EVALUATIONS 

The evaluation design at Grambling State University includes both a formative and summative 
review, each of which makes use of assessments done by internal and external evaluations.   
Internal evaluations are required by the United States Department of Education. Each program, 
function, or activity is reviewed to assure that adequate progress is being made toward      
achieving the grants' goals. External evaluations will be conducted twice a year. External 
evaluators will determine progress in achieving the objectives in the approved application; the 
effectiveness of individual activities in meeting the purposes of the program, and the effect of 
projects and activities on the persons being served by the projects.  

 

The External Evaluation team will be non-members of the Grambling State University faculty 
and/or staff who are selected for their competence in evaluating Title III Programs. The team 
members will interview Activity Directors and other activity personnel, the Title III Director, 
administrative staff, and other Grambling State University administrators-including the President 
and students in order to assess the overall achievement of activities, and make necessary 
recommendations for improvements. The formative evaluation will cover the periods from 
October 1 to March 30 and Summative evaluation will cover the periods from April 1 to 
September 30. Evaluators look at all aspects of grant activities, including a comparison of actual 
accomplishments to the goals established for the period, documentation, and project 
expenditures, as well as effect of the project on strengthening the University.  

An exit interview will be conducted after each formative and summative evaluation. Persons 
involved in this interview will consist of the External Evaluators, the University President, Vice 
Presidents and the Title III Director.   

 

SITE VISITS 

The Title III Director will make periodic site visits. This procedure allows for greater monitoring 
and evaluation of each Title III Activity. It provides hands-on experience and knowledge of how 
each Activity is doing in terms of meeting its objectives and/or milestones.   

A site visit will be conducted each quarter, allowing for one (1) site visit to each area, annually. 
Furthermore, each Activity Director will be granted a one-on-one dialogue with the Director and 
Title III staff on a quarterly basis to discuss budgets, travel, quarterly performance reports, 
etc.…) 

Equipment acquisition and utilization can be observed as well as interviews with students     
impacted by these activities can and will be made. 
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RECORDS MANAGEMENT  

 Title III Program Administration Office, Office of Grants Finance & Accounting Office, and 
Activity Directors will maintain records of budgetary expenditures for Title III Activities. Activity 
Directors should also maintain files for all Title III-related documentation; Time and Efforts, 
Quarterly Reports, Annual Reports, and any other documentation as a result of a Title III-funded 
project. This record-keeping will provide up-to-date information relative to the availability of 
funds and make sure that accurate records are available for audits.  

Record Retention Requirements: EDGAR § 74.53 Retention and access requirements for records.  

 Financial records, supporting documents, statistical records, and all other records pertinent to an 
award shall be retained for a period of three years from the date of submission of the final 
expenditure report or, for awards that are renewed quarterly or annually, from the date of the 
submission of the quarterly or annual financial report, as authorized by the Secretary. The only  
exceptions are the following:  
 (1) If any litigation, claim, or audit is started before the expiration of the 3-year period, the 
records shall be retained until all litigation, claims, or audit findings involving the records have 
been resolved and final action taken.  

 (2) Records for real property and equipment acquired with Federal funds shall be retained for 3 
years after final disposition. 

 (3) When records are transferred to or maintained by the Secretary, the 3-year retention 
requirement is not applicable to the recipient. 

 (4) Indirect cost rate proposals, cost allocations plans, etc. as specified in 74.53 (g).  

 Memorandums, Letters, etc. from Activity Directors, the University campus, DOE, and other 
outside businesses. - Documents that pertains to the Undergraduate and Graduate activities will 
remain in the administrative office for the duration of the five (5) year cycle with the exception of 
University and DOE policies and formal documents. The Director and Administrative Assistant 
will be responsible for this determination.  

 Requisitions and Travel Documents – These documents will remain in the office for duration of 
the five (5) year cycle. After the five (5) year cycle, they will be they will be scanned and filed 
electronically. 

 Personnel documents for Activities --These documents will remain in the office for duration of 
the five (5) year cycle. After the five (5) year cycle, they will be scanned and filed electronically. 

Certificate of Effort forms – These will remain in the office for the duration of the five (5) year 
cycle. After this period, the forms will be stored in the office storage for five years for a total of 
ten years.  

Proposals, Awards— These documents will remain in the office for duration of the five (5) year 
cycle. After the five-year funding cycle, the proposal will be archived in the office storage for a 

duration of five years. Award documentation will remain in this office for ten (10) years. 



65 | P a g e  
 

EQUIPMENT & SUPPLIES 

EQUIPMENT MANAGEMENT REQUIREMENTS 

 (EDGAR 74.34/80.32)  

Procedures for managing equipment (including replacement equipment) until transfer, 
replacement, or disposition takes place shall, as a minimum, meet the following requirements:  
 
Property records shall be maintained accurately. Retention and access requirements for these 
records are explained in Subpart D of the Department of Education General Administrative 
Regulations (EDGAR). For each item of equipment, the records shall include:  
 
A description of the equipment, including the manufacturer’s model number, if any;  
An identification number;  
Identification of the grant under which the recipient acquired the equipment;   
Acquisition date and unit acquisition cost;  
Location, use, and condition of the equipment and the date the information was reported;  
All pertinent information on the ultimate transfer, replacement, or disposition of the equipment  
 
A physical inventory of equipment shall be taken annually and the results reconciled with the 
property records to ascertain the existence, current utilization, and continued need for the 
equipment. Any differences between quantities determined by the physical inspection and those 
shown in the accounting records shall be investigated to determine the cause of the differences.  
 
A control system (including identifying marks) shall be in effect to ensure adequate safeguards to 
prevent loss, damage, or theft of the equipment. Any loss, damage, or theft of equipment shall be 
investigated and fully documented.  
 
Adequate maintenance procedures shall be implemented to keep the equipment in good 
condition.  
 
Equipment is approved for use in the achievement of goals of each Activity and should be moved 
only if the Activity is being moved to different departments at the University, or the equipment is 
required for use in another department attached to the University. Title III Administration must 
be notified prior to the relocation of any equipment or furniture items.  
 

SUPPLIES 

“Supplies" mean all tangible personal property other than equipment. Grantees should purchase 
supplies from Title III funds only in amounts reasonably expected to be required for the 
performance of grant activities. Supplies should be procured on a timely basis to reflect use of 
supplies during the period of grant support. Although there is no requirement for accountability 
for supplies similar to that for equipment, the grantee is expected to maintain records that support 
the purchase, receipt, and proper charging of supplies in accordance with good management 
practices.  
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A physical inventory of equipment shall be taken annually, and the results reconciled with the 
property records to ascertain the existence, current utilization, and continued need for the 
equipment. A statistical sampling basis is acceptable. Any differences between quantities 
determined by the physical inspection and those shown in the accounting records shall be 
investigated to determine the cause of the differences.  

LIMITATIONS ON PURCHASE OF EQUIPMENT  

 Only items listed in the final approved plan of operation should be purchased without further 
approval from the United States Department of Education. Some changes can be authorized by 
the Title III Program Director, without Department of Education approval. To order equipment 
included in the approved final plan, complete a requisition online and submit through the proper 
routing for approvals.  
  
MOVING/TRANSFERRING EQUIPMENT  
  
Equipment is approved for use in the assigned Title III Program activity only and should be moved 
only if the activity is being moved to different departments. The Title III Director must maintain 
information on the location and use of all equipment purchased with Title III funds. Each year, the 
Title III Office will conduct an inventory of equipment site visit. The equipment must be available 
for inspection by the Title III Office staff, by external evaluators, and by site visitors from the 
United States Department of Education.  

  
All requests to move equipment should be made to the Office of Property Control. Please use the 
forms designated by that department which include but may not be limited to the Request to 
Transfer Equipment Form.  

  
IDENTIFICATION OF EQUIPMENT   
  
All equipment purchased with Title III funds over $1,000.00 must be identified with a state 
identification number (338-00-5digits) and a federal Title III number (4 digits).  
  
If small equipment item under $1,000.00 is purchased, the Title III Office must be contacted to tag 
items. Identification of equipment purchased with Title III funds must contains the grant number 
under which the equipment was purchased.  
  
TRANSFER OF EQUIPMENT BETWEEN DEPARTMENTS 

If equipment is transferred between departments, all property control information/records on the 
item remain the same but indicate the change in location and the transfer of custody to the acquiring 
department. Departments transferring capital equipment within their department or to a different 
department (from building to building or from room to room) are required to complete a 
TRANSFER OF EQUIPMENT form noting the change in location and/or custody of the asset (s). 
The Receiving and Transferring Inventory Specialist, Property Control Manager and the Director 
of Title III must sign the form if the equipment was purchased with Title III funds. Any Activity 
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Director desiring to transfer equipment from his/her department must complete a Request for 
Transfer of Equipment form and submit to the Title III Director before moving the property. 
  
PROCEDURES FOR EQUIPMENT USED AWAY FROM CAMPUS 
  
1. The person using equipment away from campus must obtain a Transfer Form for Equipment 
used away from campus. The completed form should be returned to the Property Control Office 
and a copy forwarded to the Title III Office with pertinent information pertaining to the equipment. 

  
2. This form should be submitted to the Property Control Office, prior to removal of the    
equipment with following signatures: 
  

o Employee 
o Inventory Specialist 
o Activity Director/Dean Department Head 
o Title III Director 
o Property Control Director 
o Vice President 

  
3. The employee, Activity Director, Title III Director and Property Control Director will be given 

a copy of the approved transfer form.   
  
4. The employee should maintain his/her copy of the form of the equipment while it is being 

transferred to and from the University. 
  
5.  The return of the equipment must be cleared and verified by the Activity Director, Title III 

Director and Property Control Director. 
  
 6.  The employee must return all equipment within twenty-four (24) hours, if requested by either        
the Activity Director, Title III Director or Property Control Director. 
  
7.   The employee is liable for costs to repair or replace equipment that is damaged or lost while in 
his/her possession.  
 
INVENTORY SPECIALIST RESPONSIBILITIES  
  
Each Activity Director must appoint an inventory specialist for his/her area to keep account of all 
equipment, non-consumable supplies, software and subscriptions. It is the responsibility of the 
designed inventory specialist to: 
  

o Meet with the Title III Staff on any issues pertaining to inventory if the need arises. 
 

o Send a complete and up-to-date copy of all monthly equipment, non-consumable supplies, 
software and subscriptions for that area to the Title III Office. 
 

o Ensure that all Title III equipment is marked with a State Identification and a Title III 
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number.  If one receives any equipment that is not tagged, please submit a list on the sheet 
provided. 
 

o Record all equipment over $50.00, depending on the item.  In some cases property less 
than $50.00 should also be recorded and tagged with a Title III tracker tag. 

 
o All equipment under $1,000.00 will be tagged by the Title III Office.  

 
o Be sure that all equipment and supplies are delivered to the Receiving Depot for tagging 

and inspection. 
  
* Note: No equipment should be received by the department without first going 
through Property Control/Receiving Depot. When property is received, be sure to 
sign and date a Completion Report and forward a copy to the Title III Office. 

 
o Submit a Completion Report to the Title III Office once an item is received. 

 
o Once property is received, immediately check items in the presence of the Receiving Crew 

to ensure everything ordered is accounted for. Once all items have been accounted for, sign 
and date the original copy and send a copy to the Title III Office.   
 

o Keep a log on all property that is checked out from your area. 
 

o Ensure that all equipment is unpacked and is in use.  
 

*Note: Equipment found in boxes may be construed as a misuse in Title III funds.  
 

o Keep the Director informed of all stolen, damaged, or destroyed Title III inventory.  In the 
event of theft of property, the Director of Title III must be notified in writing, immediately. 
A copy of this letter will be forward to the Director of Safety and Risk Management, Vice 
President for Finance and the Director of Property Control. 

 
o Report all stolen, damaged or destroyed items in accordance with the Title III 

Regulations outlined in the Policies and Procedures Manual.  
 

o Notify the Title III Office of any Title III property in your area that is not shown on the 
Title III inventory printout. This should be reported immediately to the Title III Staff. 
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THEFT OF UNIVERSITY/TITLE III PROPERTY 

1. When a theft of the University property (owned or controlled by the University) has        
occurred or is suspected, the department responsible for the property/funds will promptly 
report the Office of Safety and Risk Management and University Police Department following 
the discovery. 

  
2. The affected department will be required to file a police report if the value/amount of the 

property/funds would constitute felony (more than $300.00) under Louisiana statues. 
  
3. The Office of Safety and Risk Management should notify the Internal Auditor’s Office to 

investigate a department if the number of incidents identifies a campus trend or an ongoing 
problem within a department or building. 

  
4.  You are required to immediately report any loss or theft of property to the Title III Director, 

Property Control Director, University Police Department and the Director of Safety and Risk 
Management.  These units will assist you in completing the necessary documentation and filing 
of a claim for replacement items. 
  

 MISSING PROPERTY 
  
Activity Directors are responsible for security of their personal property and Grambling State 
University (Title III) property assigned to them.  If an employee notices any personal or Grambling 
State University property is missing, he or she must notify the Office of Safety and Risk 
Management, Title III, Property Control and University Police immediately. When Grambling 
State University (Title III) or personal property is discovered missing, employees should do the 
following: 
  
  

a) Immediately inform the Property Control Department, giving a detailed description of the 
item(s) missing, and the circumstances involved. 

 
b) Inform the Title III Director, as well as your immediate supervisor.  The University Police 

Department will be notified, if appropriate. 
 

c) File a written Missing Property Report with the Title III Office within 24 hours and 
Property Control Department within 16 hours. 

 
d) Provide immediate supervisor, Title III Director, Office of Safety and Risk Management 

and Internal Auditor’s Office with a copy of the written report.  
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CONTRACTS ADMINISTRATION 
  
Contracts include, but are not limited to, agreements, cooperative agreements, memoranda of 
understanding, interagency contracts, clinic agreements, and leases with other parties. Other 
parties include, but are not limited to, federal, state, and local agencies, nonprofit organizations, 
private businesses, partnerships, and individuals. Written contracts must be executed whenever the 
university enters into a binding agreement with another party that involves:  
  

1. Any professional services and personal services amount above $5000.00  
2. Any agreement requiring services that last more than 30 days in duration  
3. Any consulting services or speaker engagement agreements  

  
 
GENERAL GUIDELINES FOR CONTRACT FORMATION  
  
1.Contracts are required for all consulting services or speaker engagements regardless of the 
amount of the contract.  

 2. Contracts are required for all professional services and personal services that exceed $5000.00 
during the academic year.  

 3. Contracts are required for all professional services, consulting services, and personal services 
that will exceed more than 30 days during an academic year.  

 4. Contracts are required for all professional services, consulting services, and personal services 
that are extended over one (1) academic year (multi-year contracts).  

 5. Departments requesting to enter into a contract must first determine if procurement is required 
and if quotes/bids are necessary according to Purchasing operational policies  

 6. Departments are responsible for ensuring that necessary funding is available for expense 
contracts.  

 7. Employees should use the DOA Basic Contract, DOA Contract for Professional Legal 
Services, or DOA Cooperative Endeavor Agreement template for all contracts when applicable. 
This template can be found on GSUNet at http://gsunet/purchasing/forms.asp.  

8. The following forms must be completed and attached to all contracts:  
a. GSU Contract Approval Form  

b. Checklist for Review of Personal, Professional, Consulting and Social Services 
Contracts.  

c. GSU Contract Monitoring Form (Monitoring Plan for Services)  

d. IRS Form W-9 (if applicable)  

e. Certification Letter Addressed to Susan Smith (any contracts over $5,000)  

f. Corporate Board Resolution: If the contractor is a corporation, profit or non-profit, 
contract must be accompanied by a Board resolution from the Board of Directors of the     
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corporation authorizing the signature for the corporation. 
  

9. Contracts for less than $20,000 can be executed by the University’s Delegated Authority.  

 10. Contracts over $20,000 must be submitted to the Division of Administration, Office of 
Contractual Review (OCR) for review and approval.  

 11. Agreements to pay travel plus the contracted fee are not authorized. The contracted fee 
should include all costs of performance including travel.  

 12. The university must determine that the rate of compensation to be paid to Contractors is fair 
and reasonable to the state. In making this determination, the issues below must be taken into 
account, in the following order of importance:  

a) The professional or technical competence of contractor  
b) The technical merits of the offers or proposals, and  
c) The amount of compensation for which the services are to be rendered.  

  
13. By signing the GSU Contract Approval Form, the Contract Administrator and initiating 
department’s vice president, Finance and Administration Officer are certifying that they have 
made a determination of "fair and reasonable compensation" to the state taking into account the 
above items.  
  
 
 
GENERAL GUIDELINES FOR ROUTING CONTRACTS  
  
1. If possible, contract requests should be initiated at least eight (8) weeks prior to the start date 

of the contract to allow ample time for review and approval.  

 2. Contract Administrators must obtain review signatures on the GSU Contract Approval Form 
and route the contract to the appropriate reviewers for signature approval.  

 3. Departments using the approved DOA Basic Contract template must submit a copy of the 
contract and the GSU Contract Approval Form to the Office of Finance & Administration.  

 4. Departments requesting approval on vendor/contractor contracts (non-GSU templates) must 
submit a copy of the contract and GSU Contract Approval Form to the Office of Finance & 
Administration. The Office of Finance & Administration will review proposed contracts and 
negotiate the terms with vendors/contractors. 

 5. Contracts are not to be signed until the GSU Contract Approval Form has been completed 
with all approval signatures.  
6. Departments are responsible for obtaining approval signatures on the GSU Contract Approval 
Form and forwarding it along with the contract to the Office of Finance & Administration.  

7. After completing the draft of the contract, the Contract Administrator should fill out and attach 
a GSU Contract Approval Form to the contract. Signatures from the following offices must be 
obtained in the accordance with the following order:  
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a. Department Contract Administrator  
b. Department (Appropriate) Vice President  
c. Title III Office (if applicable)  
d. Finance & Administration  
e. Human Resources  
f. Purchasing Office  
g. Sponsored Programs (if applicable)  

8. Each department will have 2 business days to review the contract.  

9. For contracts involving Title III grants the GSU Contract Approval Form must be routed 
through the Title III Office.  

10. For contracts involving grants the GSU Contract Approval Form must be routed through the 
Sponsored Programs department.  

11. If the reviewing department recommends changes to the contract, they must note those 
changes and attach it, in writing on a separate document, to the contract. Those changes should 
also be submitted in writing to the Office of Finance & Administration before the reviewer 
passes it to the next department.  

12. The reviewing department will be responsible for forwarding the contract to the next 
approver. Each department will notify the Office of Finance & Administration once they have 
completed review of the contract.  

13. The Office of Finance & Administration and the Contract Administrator will be responsible 
for ensuring that reviewers stay in accordance with the defined processing time.  

14. The GSU Contract Approval Form must be completed before the Contractor and/or the 
University’s Delegated Authority sign the contract.  

15. The Legislative Auditors have determined that there will be a university audit finding for a 
contractor to commence work prior to approval of the contract.  
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GENERAL GUIDELINES FOR CONTRACT ADMINISTRATION AFTER 
APPROVAL PROCESS  
  
1. The final reviewing department will return the contract with the completed GSU Contract 

Approval Form to the Office of Finance & Administration.  

2. The Office of Finance & Administration will return the contract to the Contract Administrator.  

3. The Contract Administrator is responsible for making any edits suggested by the reviewing 
departments. The Contract Administrator should contact the Office of Finance & 
Administration regarding any concerns/question about edits.  

4. After all edits are completed, they must be verified by the Office of Finance & Administration.  

5. The Contract Administrator is responsible obtaining signatures from Contractor and 
University’s delegated authority (unless previously signed during the review process) on the 
actual contract.  

6. Contracts exceeding $20,000 must be sent to the Louisiana Division of Administration, Office 
of Contractual Review (OCR) for approval. Contract Administrators should allow an 
additional 3-4 weeks for contracts requiring OCR approval.  

7. Contracts requiring OCR approval should be brought to Purchasing Office after being signed 
by the Contractor and the University’s delegated authority.  

8. The Purchasing Office will ensure that the contract is sent to OCR.  

9. Once a contract is approved by all parties a signed hardcopy should be sent to the Office of 
Finance & Administration for filing and monitoring.  

  
GENERAL GUIDELINES FOR POST-AWARD CONTRACT  
ADMINISTRATION  
  
1. The Office of Finance & Administration will maintain hard copies of all approved contracts  
for the University.  
  
2. In the event that the contract requires changes after approval and initiation the Contractor 

Administrator must fill out a Contract Amendment Form. The form must be signed by the 
Contractor, Contract Administrator, and Office of Finance & Administration. A copy of the 
approved, signed form must be submitted to the Office of Finance & Administration to be 
filed with the contract. 

  
3. The Contract Administrator will ensure that all terms and stipulations in the contract are          
    being met by both GSU and the Contractor.  
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a. The contractor is in compliance with the terms, conditions, and requirements of 

the contract/agreement. 
b. GSU is in compliance with the terms, conditions, and requirements of the 

contract/agreement. 
c. Purchase orders issued under the contract/agreement are in compliance with the 

terms, conditions, and requirements of the contract/agreement, if applicable. 
d. Payments are in compliance with the terms and conditions of the contract/ 

agreement. 
 
  
4. The Contract Administrator will be responsible for completing the GSU Performance 
Evaluation Form when either requested by the Office of Finance & Administration or within 30 
days after the contract is terminated.  

 5. Contract Performance Reviews can be requested on a random basis from the Office of 
Finance & Administration as well as during the “closeout” of a contract/agreement. Hardcopies 
of all performance reviews will be filed with the approved contract in the Office of Finance & 
Administration.  

 6. Contract Performance Reviews, at a minimum, will seek to ensure the following:  

  
a. The contractor is in compliance with the terms, conditions, and requirements of the 
contract/agreement.  

b. GSU is in compliance with the terms, conditions, and requirements of the 
contract/agreement.  

c. Purchase orders issued under the contract/agreement are in compliance with the terms, 
conditions, and requirements of the contract/agreement, if applicable.  

d. Payments are in compliance with the terms and conditions of the contract/ agreement.  
  

7. All contracts will be reviewed by Office of Finance & Administration for compliance with the 
Regulations for the Procurement of Professional, Personal and Consulting Services.  

8. The GSU Performance Evaluation Form will be submitted prior to final payment. 
Unexpended funds will not be released until the Office of Finance & Administration receives the 
completed GSU Performance Evaluation Form. A copy of the audit and documentation of any 
action taken, if applicable, will be documented in the “contract file” and forwarded to the 
contractor.  

 9. The Contract Administrator will be responsible for forwarding all performance evaluations to 
the contractor.  
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ALL TITLE III CONTRACTS MUST BE SUBMITTED TO THE TITLE 
OFFICE PRIOR TO THE OFFICE OF CONTRACT 

 ADMINISTRATIONS 
  
 



80 | P a g e  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



81 | P a g e  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



82 | P a g e  
 

 

 



83 | P a g e  
 

TITLE III TRAVEL PROCEDURES 

  
PRE-TRAVEL PROCESS 
All Travel Request should be initiated by the traveler. 
  
When initiating a Travel Request the Traveler should complete the following processes:  
STEP#1 Encumbrance 

 Must have objective listed associated with the travel 
 Must reference associated budget page for the travel  
 Must reference travel location, dates of travel & conference name 
 Must reconcile with concur request 
  

Step #2: Concur Pre-Travel Request  
The following should be attached/included: 

 Hotel Arrangements (a printed copy of the hotel confirmation) 
 Registration Form, if applicable (registration confirmation) 
 Rental cost  

 If renting a car, quote is needed from the rental company 
 Vehicle size can only be a compact or intermediate size vehicle 
 Vehicle rentals are MANDATORY for In-State Travel. 

 Flight Arrangements 
 If flying, flight itinerary must be attached. This should be from the appropriate 

travel agency (Christopherson Business Travel) 
 Please consider time frame for flight confirmation (48 hours) 
  

  
POST-TRAVEL PROCESS 
  
Concur Travel Expense Report reimbursement should be submitted within the (3) working days 

after returning from the approved travel and the following must be included: 
  

 Post Narrative Travel Form 
 Conference/Workshop agenda –Must be the original agenda 
 Flight Itinerary 
 Original Receipts 
 Hotel Receipts 
 Rental Car Receipts 
 Parking Receipts 
 Registration Receipt 
 Gasoline Receipts 
 Airport shuttle/limousine and taxi must have receipts regardless of the amounts 
     Up to $15.00/day no receipt for other ground transportation. 
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DETAILS TO REMEMBER: 
 
TITLE III TRAVEL PROCEDURES 
Travel Authorization should be in the Travel Office at least two weeks prior to the travel date. 
NO PERSONS ARE ALLOWED TO TRAVEL WITHOUT AN APPROVED TRAVEL 
AUTHORIZATION 
A Travel Request for Authorization must be completed for any University Personnel who will 
travel using Title III Funds. The request should include the total cost of the trip (Airfare, taxi or 
shuttle, registration fees, meals, mileage or care rental, lodging, and any other allowable expense 
for the trip). 
Additionally, the purpose of the trip must be listed on the request form in concur. The travel trip 
name must be Last Name, First Initial, Date of Travel (EXAMPLE: Smith, P08/22/2022).  
When selecting method of payment, be sure to select one of the following:  
 Paid with Travel Card 
 Paid by Travel Office 
 Self-Funding  
The appropriate fund code and account code should be listed on the form. The fund code is 
specific to each activity. The account code for In-state travel is 404130. The account code for 
Out-of-State travel is 404230. 
  

AIR TRAVEL 
All flight arrangements should be made through Christopherson Business Travel 
(www.concursolutions.com)  (You will have to set up a profile with CONCUR if you do not 
already have one, to make your flight arrangements.)  Prior approval must be obtained from the 
Travel Office to make arrangements or purchase through another agency. 
All flight arrangements have to be approved within 48 hours of the request or the reservation will 
be cancelled. The traveler must have an APPROVED travel before any flight arrangement can be 
purchased. 

 
HOTELS 
Routine Lodging-The University will follow the tiered lodging rates detailed in the State Travel 
Guide (PPM49) Conference Lodging– The Department Head may approve the actual cost of 
conference lodging, for a single occupancy standard room, when the travel is staying at the 
designated conference hotel. 
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State-Rented Vehicles 

1. The state has mandatory contracts for in state and out-of-state vehicle rentals for business  
travel with Enterprise, National, and Hertz. These contracts also apply to all authorized  
travelers and contractors. The state does not have international vehicle rental contracts.  
2. Employees receiving a vehicle allowance are only allowed to rent a vehicle when traveling  
out-of-state. 
3. In-State and Out-of-State Vehicle Rentals  

a. A rental vehicle should be used if a state-owned vehicle is not available for all travel  
over 99 miles. In the event that an agency or traveler chooses to use a personal vehicle,  
refer to §1504(E) of this policy on Personally Owned Vehicles. 
b. All state contractors who have entered into a contract with the State of Louisiana on or  
after March 1, 2013, and whose contracts are required to follow PPM49 for travel  
reimbursements, must use the state’s mandatory contracts while conducting business  
on behalf of the State. 
c. In-state rental vehicle reservations shall not be made at an airport location for daily  
routine travel unless prior approval is granted by the department head. Airport rental  
locations charge extra fees that will add unnecessary costs to your rental charges.  
d. Charges added to the vehicle rental price must be in accordance with the mandatory  
rental vehicle contracts. 

MEALS 

Meal Reimbursement for Travel with Over Night Stay:  

a. Travelers may be reimbursed up to PPM49 meal per diem rates for the applicable travel  

location. 

b. Breakfast: When travel begins at/or before 6 a.m. on the first day of travel or extends at/or  

beyond 9 a.m. on the last day of travel, and for any intervening days. 

c. Lunch: When travel begins at/or before 10 a.m. on the first day of travel or extends at/or  

beyond 2 p.m. on the last day of travel, and for any intervening days. 

d. Dinner: When travel begins at/or before 4 p.m. on the first day of travel or extends at/or  

beyond 8 p.m. on the last day of travel, and for any intervening days. 
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UNIVERSITY CARD 
  
The University Credit Card can be used to pay the following: 
 

o Hotel (with parking and internet at hotel) 
o Registration 
o Vehicle and Gas (vehicles rented out of state only) 

 
THE CARD CANNOT BE USED TO PAY OTHERS EXPENSES. 
 
Unallowable Travel 
 

• Student Travel 
• Travel to present papers 
• Travel to serve as a committee chairperson 
• International Travel 
• Travel as president of an organization 

  
 
Other Allowable Travel 
 

• Hotel/Airport Parking  
• Taxi or Shuttle Expenses 
• Baggage Tips 
• Luggage Allowances 
• Telephone Expenses 
• Work Related Internet Charges 
• Gas Reimbursement for Rental Vehicles 
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ENCUMBRANCE 
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POST TRAVEL FORM 
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FREQUENTLY ASKED QUESTIONS 
  
The following questions were submitted by Title III Directors of other HBCU’s, staff of the 
Division of Institutional Development (DID) and by the Office of Grant and Contracts 
Services (GCS). The answers are based on provisions contained in the Program Regulations 
(34CFR 608 and 609).  
  
Q1: Should Certificates of Effort be maintained for personnel participating in Title III if 

institutional policy does not require such reports?  
  
A1: Grantees are encouraged to review thoroughly the provisions contained in EDGAR, Part 4, 

Appendix D, J, 7 for a full description of the standards applied in establishing the 
allowability of costs for compensation for personal services. These standards indicate that 
a grantee must maintain documentation to support its payroll distribution systems for 
charges to the grant for personal services, except charges for stipulated salary support. 
Title III grantees should not assume that salaries allowed under the grant qualify as 
stipulated salary support—they probably do not.  

  
Q2: Are costs for entertainment and/or speakers allowable under the Title III HBCU 

program?  
  
A2: Costs for entertainment is unallowable by EDGAR (34, CFR 74, Appendix D, 12). However, 

costs for cultural activities (which may also entertain an audience) that are specifically 
related to strengthening the academic program and/or to assisting students in successfully 
completing academic requirements are allowable. Appropriate documentation is needed 
to ensure compliance: e.g., students’ evaluations/reactions to cultural exposures tied to 
course objectives and required for successful completion of course work or programs of 
study. Speakers may also be used to strengthen the academic program and student 
offerings for successful completion of academic requirements. In any case, documentation 
of the relationship to the academic program is required. The limitation of supplanting also 
applies to these allowable activities.  

  
Q3: Can a grantee be allowed to spend funds before the new fiscal year begins (October 1st) 

for an activity that is slated to begin in August of that year.  
  
A3: Yes. Both Part 74 and Part 80 incorporated by reference OMB circulars A-21, A-87, and A-

122, govern allowable expenditures under most grant awards, thus giving them the force 
of law. The relevant circulars allow grantees to expend funds before the effective date of 
the award only with the prior approval of the awarding agency (so-called “pre-agreement” 
or “pre-award” costs). Therefore, a grantee may spend money three months prior to the 
effective date of the continuation award.  

  
Q4: What is the procedure for submitting requests for revisions and transfers of funds 

under the new legislation?  
   
A4: The new legislation did not change the procedures. The requests should be addressed to your 
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grants specialists. You must include your award number on all correspondence. The 
grantee must justify the reason (s) for the change and the appropriate budget breakdown 
associated with it. The request should be submitted at least 30 days prior to the requested 
effective date.  

  
Q5: Can Title III funds awarded under the Undergraduate HBCU program be used for 

allowable activities to strengthen a grantee’s Graduate Program?  
  
A5: No. Funds awarded under the HBCU Program may not be used to fund allowable activities 

in the HBGI Program.  
  
Q6: Can students be paid out of Title III/HBCU funds to perform needed project tasks?  
  
A6: There is no specific statutory or regulatory guidance on payment to students to perform 

project tasks. However, the EDGAR regulations stipulate that costs shall be reasonable 
and consistent with established institutional policies and practices applicable to the work 
of the institution generally (34 CFR 74, Appendix D, C, 2). Student employment must be 
justified and necessary to meet activity objectives, like all proposed costs. Student 
employment should also be based on appropriate selection criteria and qualifications to 
carry out project tasks, if requested for Title III approval.  

  
Q7: What budget revision and programmatic changes require prior approval?  
  
A7: The following budget revisions require prior written approval: (1) to transfer amounts 

budgeted for indirect costs: (2) to transfer amounts budgeted for student support 
(tuition/stipends/fees): (3) to establish new line items: and (4) if a grant provides support 
for both constructions and non-construction work, then prior approval is required before 
any budget transfers between the two types of work can occur.  

  
EDGAR 74.103 requires prior approval for the following programmatic changes: (1) 
changes to project scope or objectives: (2) changes in key personnel: and (3) to continue 
the project for more than three (3) months without the direction of a project director. As it 
relates to EDGAR, these are the only programmatic changes, which require prior approval. 
Please note that the transfer of funds across activities to complete approved workshop and 
objectives does not require prior approval. This is a major departure from practices in 
recent years.  
  

Q8:  What is a Legislatively Allowable Activity (LAA)? 

A8: The legislatively allowable activities for Title III Part B programs are listed in the Section 
323 of the Higher Education Opportunity Act (HEOA) as amended, as well as OMB 
Circular A-21 and the 34 CFR Section 608.10. If you are uncertain whether proposed 
activity is legislatively allowable or not you should always contact your assigned 
Program Officer to inquire. They will issue a written response with a determination. 
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Q9: When I have to request project and/or budget changes that require prior approval 
from  ED, how should I submit those changes? How does ED decide to approve or 
disapprove my request? 

A9: Proposed project and/or budget changes must be submitted in writing to your ED 
Program Officer. The proposal should include the following documents: 

o Cover Letter providing overview of proposed changes and why they are necessary 
to the success of the project 

o Revised Activity Narrative (if applicable) 
o Revised Budget Summary (if applicable) 
o Revised Individual Activity Budget Form (if applicable) 
o Revised Activity Objectives and Anticipated Results (if applicable) 
o Revised Implementation Strategy/Timetable Form (if applicable) 
o Curriculum Vitae or Resume of New Project Director and/or Activity Director (if 

applicable) 
Upon receipt of the written request, the program staff may contact grantees directly for 
clarification or additional information as needed. 

All submitted requests for programmatic and/or budget changes are evaluated on a case-
by-case basis. The decision to approve or disapprove a request is based on requirements 
imposed by applicable Federal statutes, including the General Education Provisions Act 
(GEPA), program legislation and regulations, EDGAR, and OMB circulars. All resulting 
costs and activities related to approved changes must be allowable. No official may 
authorize any administrative actions that conflict with any applicable Federal statute, 
program legislation or regulation, EDGAR, grant conditions; or permit changes that 
would alter the scope or objectives of a competitive discretionary grant. 

  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.whitehouse.gov/omb/grants_circulars
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Grambling, LA 71245 
 
318.274.6215 (phone) 
318.274.2796 (fax) 
www.gram.edu 

“Coming Together, Sharing Together, Working Together” 

GRAMBLING STATE UNIVERSITY  
TITLE III PROGRAM OFFICE 

 Mrs. Tasha Heard 

Director 
318.274.6448 
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 Ms. Fernanda Azouz 

Coordinator of Programs 
318.274.6215 

azouzf@gram.edu 
 

Ms. Hope Willis 

Office Manager/Program Analyst 
318.274.6195 
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