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Grant Request Form
Steps in the Process: 

· Send your completed form to Dr. Dean Roughton via email at dean_roughton@albemarle.edu.  Approval from your Department Head and/or appropriate Dean is an important step in the process. It is advised that you copy them on your initial Grant Request Form submission via email. They will be the first signature requested via DocuSign as a requirement of moving forward. 
· The Office of Planning, Research, and Effectiveness will obtain approvals from senior leadership in a signature chain specific to your grant request. You will be copied via DocuSign of the completed approval to apply. 
· Applicants accept responsibility for submitting the grant except for federal grants. If the grant is a federal submission, the Office of Planning, Research, and Effectiveness is the only authorized federal point of contact for COA grant submissions. You must schedule time to submit the completed proposal at least one week in advance.  
· Required signatures on grant documentation for submissions are the responsibility of the individual and/or department submitting the grant except for federal submissions. It is important to check on the schedule of the person who is the authorized signatory well in advance to assure they are available to sign any documentation. 

· With the exception of federal grants as noted above, please plan for submission to occur no later than one day before the due date.
· Please send the final version of your grant electronically to the Office of Planning, Research, and Effectiveness.

· If your grant is awarded, you are required to notify the Office of the President, Business Office, and the Office of Planning, Research, and Effectiveness. Scan the original award notification to the Business Office and the Office of Planning, Research, and Effectiveness as soon as received and keep the original for your records. 
If you need assistance completing the Grant Request Form, please contact Dr. Dean Roughton at x2306. 
Grant Request Form

Request Date:

Grant Due Date:  
Instructions:  Fill in as completely as you can.  For a  (checkbox), place the cursor on the box and right click with your mouse to access the “properties.”  Under the default value, indicate “checked.”  This will place an “X” in the appropriate box. 

Faculty/Staff Name: 

Department Name:

Campus Address: 

Campus Phone: 

Email Address: 


Co-Applicant Name:
N/A



Department Name:
N/A

Campus Address: 
N/A



Campus Phone: 
N/A
Email Address: 
N/A


Supervisor Name: 
*Your supervisor will be sent the approval request via DocuSign. 


Grant Agency Name:
North Carolina Community College Adult Education Association



Partnership Grant: 
 Yes
   FORMCHECKBOX 
 No

If Yes, Partner Name: N/A
Type of Grant:


COA Lead Applicant: 
 FORMCHECKBOX 
 Yes
   No


Funder Website:






Grant Amount COA will request: 




Match Required:
 Yes
   FORMCHECKBOX 
 No

If Yes, indicate type: 
 Cash   In Kind

Please describe match requirements: N/A

Grant requires expenditures first that are later reimbursed. 

 Yes  FORMCHECKBOX 
 No  
    Not Sure
The Program can sustain the grant after grant is completed:  
 FORMCHECKBOX 
 Yes  No     Not Sure
Requires a Nonprofit 501 (c)(3):  
 Yes
  FORMCHECKBOX 
 No
   Not Sure/Need Help Answering

Need Assistance with Writing Grant:

 Yes    No    Only Need Editing Help 
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Brief Grant Description:  

Identify the College Theme(s)/Goal(s) this request relates to:  (Please check the most relevant that apply.)
 FORMCHECKBOX 
ACCESS: To increase access to opportunities, resources and support.
 FORMCHECKBOX 
SUCCESS: To improve success for students, employees and the community.
 FORMCHECKBOX 
DIVERSITY: To promote diversity of people, perspectives and programs.
 FORMCHECKBOX 
RELATIONSHIPS: To strengthen relationships with individuals, institutions and industries.
*Applicants must participate in grant writing and will be responsible for grant transmittal unless it is a federal grant or specific assistance is requested.  The amount of time available to assist must be cleared by the Office of IE.  
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