Vermont CLG Grant Project Tracking Form
The CLG Grant Project Tracking Form will guide you through the primary grant management benchmarks throughout the grant period. 
Fill in this form as you complete each task to stay on track – do not wait until the end of the project to fill it in! 
Submit the fully completed form along with the final closeout materials for your grant project. Missing or incomplete forms may delay the processing and closeout of your grant reimbursement payment.
Grant Applications, Agreement, and Amendment(s)
☐	Signed Grant Application				Date:		 - date submitted to VDHP
☐	Grant Acknowledgement Letter			Date:		 - date received from VDHP
☐	Signed Grant Acknowledgement Letter		Date: 		 - date submitted to VDHP
☐	Signed Grant Agreement				Date:		 - date submitted to VDHP
☐	Fully Executed Grant Agreement			Date:	______ - date received from VDHP
☐	Signed Grant Amendment (if applicable)		Date:		 - date submitted to VDHP
Procurement 
CLG grant activities are federally funded and must follow state and federal procurement processes. Please refer to the CLG Grant Manual for detailed information about procurement. 
☐	Request for Proposals/Solicitation for Bids		Date:		 - date distributed/posted
☐	Review of Responses					Date:		 - date of review
☐	Procurement Documentation (see below)		Date:		 - date submitted to VDHP
Must include:	
☐	Final copy of RFP/Solicitation 
☐	Description of the method(s) used to publicize and distribute the RFP/Solicitation
☐	Copies of the responses received, or a summary of the responses
☐	Description of the review process and justification for contractor selection
☐	Approval of Procurement Process			Date:		 - date received from VDHP
☐	Contract Execution 					Date:		 - date contract executed
☐	Copy of fully executed contract 			Date:		 - date submitted to VDHP

Certificate of Insurance
Each insurance certificate must list the State of Vermont as an Additional Insured:
☐	Copy of municipal insurance certificate		Date:		 - date submitted to VDHP
☐	Copy of vendor/contractor/consultant 		Date:		 - date submitted to VDHP
insurance certificate 					
PROJECT PUBLICITY/ACKNOWLEDGEMENTS  
VDHP and the National Park Service, Department of the Interior, must be credited in any newspaper, radio, television, or other media publicity and in any program or publication of the project being funded. 
· Does your project involve newspaper, radio, TV, online, or other media publicity?
Yes ☐ or No ☐
· Does your project involve a publication (book, map, brochure, signage, website, etc.)?		
Yes ☐ or No ☐
If you answered “yes” to either of the questions above, please make sure you give proper credit to VDHP	 and the National Park Service. Please refer to the CLG Grant Manual for detailed information about project publicity.
PROGRESS REPORTS  
Add the due dates based on the schedule in your Grant Agreement
☐	Progress Report #1: DUE _____		Date:		 - date submitted to VDHP
☐	Progress Report #2: DUE _____		Date:		 - date submitted to VDHP
☐	Progress Report #3: DUE _____		Date:		 - date submitted to VDHP
☐	Progress Report #4: DUE _____		Date:		 - date submitted to VDHP
FINAL CLOSEOUT  
The final closeout includes the final project report, financial documentation, and the request for reimbursement. Any missing materials will delay closeout of your grant and reimbursement.
☐	Final Closeout: DUE within 60 days of completion	Date:		 - date submitted to VDHP 
   (No later than August 1 of the final grant year)
	Must include:	
☐	Final Budget Form			
☐	Final Project Report
☐	Invoices and Proof of Payment 	
☐	Digital copies of all final products
☐	Fully completed copy of this form
	Include if applicable: 	
☐	Donated Labor Time Sheets 
☐	Mileage Forms 
☐	Timesheets for CLG Personnel
☐	Photographs of events, projects in process, public meetings, tours, etc.
☐	Other documentation as needed



CLG Grant Project Tracking		     Page 2 of 2

