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[bookmark: _Toc215615438]Preamble
[bookmark: _Toc215615439]1. Introduction and Purpose
The Soar Research Foundation Research and Training Centres (SRF-RTCs) Grants Management Guidelines and Standard Operating Procedures (SOPs) provide a formal framework for the solicitation, awarding, management, monitoring, reporting, and closeout of research grants handled at SRF Research and Training Centres. SRF-RTCs hold primary responsibility for grant administration, financial stewardship, compliance, and reporting to external donors, while maintaining alignment with SRF institutional standards and guidelines.
These guidelines ensure:
· Efficient utilization of grant resources.
· Compliance with donor, institutional, national, and international regulations.
· Accountability, transparency, and equitable financial practices.
· Strengthening of research governance and capacity within RTCs.
[bookmark: _Toc215615440]2. Scope of Application
These guidelines apply to:
i. All externally funded research grants administered at RTC level.
ii. Internal competitive research grants or fellowships awarded within SRF-RTCs.
iii. Sub-awards issued by RTCs to collaborating institutions.
iv. Consultancy, research service contracts, and collaborative research funding entering the RTC.
These guidelines shall be observed by:
1) RTC Directors
2) Principal Investigators (PIs)
3) Grant Managers and Officers
4) Finance and Procurement Units
5) Research Ethics and Governance Committees
6) Monitoring, Evaluation, and Learning (MEL) Units
[bookmark: _Toc215615441]3. Guiding Principles
1. Accountability: All funds must be used solely for approved project purposes.
2. Transparency: Decisions, processes, and expenditures must be traceable and justifiable.
3. Financial Stewardship: Costs must be reasonable, allowable, and allocable.
4. Compliance: Adherence to donor, institutional, and national financial regulations.
5. Equity and Inclusion: Fair access to funding opportunities regardless of gender, institution, or seniority.
6. Integrity: Zero tolerance for fraud, misappropriation, and ethical misconduct.
[bookmark: _Toc215615442]4. Governance and Roles
The following cadre of staff work together to constitute the SRF-RTC grants management team for each individual research or program grant.
	Role
	Key Responsibilities

	RTC Executive Director
	Is the legal representative of the Organization. He or She authorizes grant submissions, approves major financial decisions, ensures RTC compliance.

	Principal Investigator (PI)
	Provides scientific leadership, supervises research activities, ensures timely reporting and compliance.

	Grants Manager/Officer
	Oversees grant administration, documentation, budgeting, reporting schedules, and donor communications.

	Finance Unit
	Executes financial transactions, prepares expense justifications, manages audits and procurement.

	Procurement Unit
	Manages tendering, quotations, vendor selection, contract issuance, and asset tracking.

	Monitoring, Evaluation and Learning (MEL) Unit
	Tracks deliverables, outputs, outcomes, learning, and evaluation indicators.

	Ethics and Regulatory Unit
	Ensures research ethics approvals, renewals, and compliance with human/animal subjects policies.


[bookmark: _Toc215615443]5. Grant Lifecycle
1. Pre-Award Phase: Call for proposals, eligibility screening, concept/proposal development, budget formulation, approval.
2. Award and Contracting: Negotiation of terms, finalization of grant agreement, establishment of grant file and financial code.
3. Implementation and Financial Management: Activity execution, procurement, expenditure monitoring, record-keeping.
4. Monitoring, Evaluation and Reporting: Progress reviews, financial and technical reporting, midterm evaluation.
5. Closeout: Final reporting, audit, asset disposition, documentation archiving.

[bookmark: _Toc215614136]Figure 1. Grant Lifecycle
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[bookmark: _Toc215615445]Standard Operating Procedures (SOPs) For SRF–RTCs Grants Management Office (GMO) For External Grants (Primary Recipient & Sub-awardee Roles)
[bookmark: _Toc215615446]1. PRE-AWARD PHASE
1.1 Opportunity Identification & Screening
Objective: Ensure SRF pursues only eligible, strategic, and feasible funding opportunities.
Procedures:
1. GMO scans funding alerts (donors, networks, platforms) weekly.
2. Program Leads flag potential calls to GMO using an Opportunity Intake Form (see appendix 1).
3. GMO conducts eligibility check (mandate fit, geographic scope, financial thresholds, restrictions).
4. GMO convenes a Bid/No-Bid Review Meeting with ED, Director of Research, Program Leads, and Finance.
5. Decision recorded and shared within 24-48 hours.
1.2 Proposal Planning & Design
Objective: Ensure structured development of competitive, compliant proposals.
Procedures:
1. GMO appoints a Proposal Coordinator.
2. Proposal Team established (technical, finance, M&E, procurement, community representative or engagement officer).
3. Develop proposal timeline and assign tasks.
4. Hold a proposal design workshop for technical alignment.
5. GMO develops compliance checklist (donor rules, page limits, annexes).
6. Finance drafts preliminary budget with Program Lead.
7. M&E designs theory of change/logic model.
8. Draft reviewed internally by senior management.
9. GMO ensures all required attachments are prepared.
10. ED approves final package before submission.
1.3 Pre-Award Due Diligence
Objective: Provide donor with required organizational documentation.
Procedures:
1. GMO compiles legally registered documents (registration, tax certificates, policies, audits).
2. Finance provides financial statements, bank details, cost rates.
3. HR provides staff organogram, CVs, key personnel information.
4. Grants team completes donor due diligence questionnaires.
5. GMO archives all submitted documentation.
[bookmark: _Toc215615447]2. AWARD PHASE
2.1 Award Negotiation & Acceptance
Procedures:
1. GMO reviews donor notification letter and award terms.
2. Hold internal award review meeting (GMO, Finance, ED, Program Lead and Legal officer where needed).
3. Identify compliance requirements, risks, reporting obligations.
4. Negotiations with donor on budget, scope, or terms if required.
5. ED signs award agreement.
6. GMO circulates Award Summary Memo (Appendix 2) to key departments.
2.2 Sub-award Management (When SRF is Prime)
Procedures:
1. Identify sub-awardees via competitive or strategic selection.
2. Conduct partner due diligence (financial capacity, systems, risk assessment).
3. Draft sub-award agreement using approved templates.
4. Legal and ED approve agreements.
5. Hold a sub-award kick-off meeting to orient partners.
6. Register each sub-award in SRF Grants Register (Appendix 3).
2.3 Subaward Receipt Management (When SRF is Sub-awardee)
Procedures:
1. Review the prime recipient’s sub-award agreement.
2. Clarify expectations, deliverables, and reporting timelines.
3. ED signs agreement after GMO and Finance clearance.
4. GMO uploads agreement into the SRF grant repository (Appendix 4).
[bookmark: _Toc215615448]3. START-UP PHASE
3.1 Internal Kick-Off Meeting
Procedures:
1. GMO organizes kickoff within 10 days of award.
2. Review goals, indicators, budget, timelines, partners, and risks.
3. Assign internal roles: PI, Finance Lead, M&E Lead, Communications, Procurement.
4. Agree on internal reporting lines and escalation procedures.
3.2 Project Setup
Procedures:
1. Finance sets up grant codes in accounting system.
2. M&E develops indicator reference sheets and baseline plans.
3. HR initiates staff recruitment if required.
4. Procurement prepares procurement plan.
5. GMO sets up grant folders (shared drive + physical file).
6. Develop compliance matrix (donor rules, terms, deadlines).
[bookmark: _Toc215615449]4. IMPLEMENTATION PHASE
4.1 Program Implementation Oversight
Procedures:
1. Program Lead executes activities per approved workplan.
2. GMO monitors compliance with workplan and donor rules.
3. Monthly technical progress meetings held with GMO and M&E.
4. Adjustments require GMO approval and donor notification (if needed).
4.2 Financial Management
Procedures:
1. Finance prepares monthly expenditure reports vs budget.
2. GMO reviews budget burn rate and flags overspend/underspend.
3. Monthly reconciliation with Program Lead.
4. Ensure allowable, allocable, and correctly supported expenditures.
5. Donor prior approvals obtained before restricted costs.
6. Manage cash requests per donor schedules.
7. Implement internal controls: segregation of duties, receipts, timesheets.
4.3 Procurement & Asset Management
Procedures:
1. Procurement follows approved procurement plan.
2. Adhere to donor procurement thresholds.
3. Maintain bid documents, vendor evaluations, contracts.
4. Register assets in asset register.
5. Label assets with donor and SRF codes.
6. Conduct quarterly asset verification.
4.4 Sub-Award Monitoring (When SRF is Prime)
Procedures:
1. GMO conducts quarterly partner review meetings.
2. Review program progress, financial reports, compliance, and deliverables.
3. Conduct field verification visits at least 2x per year.
4. Ensure partners submit timely narrative and financial reports.
5. Provide technical support to strengthen partner capacity.
6. Document and resolve any non-compliance issues.
4.5 Reporting (Narrative & Financial)
Procedures:
1. GMO maintains reporting calendar.
2. Program Lead drafts narrative report using donor templates.
3. M&E validates data and indicators.
4. Finance prepares financial report.
5. GMO conducts quality review against compliance checklist.
6. ED approves before submission.
7. GMO submits to donor on time and archives all reports.
4.6 Risk Management & Compliance Oversight
Procedures:
1. Maintain grant-specific risk register.
2. Quarterly internal compliance review (GMO + Finance + Program).
3. Implement corrective actions for identified risks.
4. Ensure safeguarding, ethical research, data protection, anti-fraud measures.
5. Document any incidents and report to donor as required.
[bookmark: _Toc215615450]5. AUDIT & EVALUATION PHASE
5.1 Internal Audit
Procedures:
1. Finance and GMO prepare grant files for internal audits.
2. Auditors review financial transactions, procurement, documentation.
3. GMO supports onsite verification visits.
4. Management responds to audit queries and recommendations.
5. Implement corrective actions.
5.2 External/Donor Audits
Procedures:
1. GMO receives audit notice and informs responsible staff.
2. Compile required documents in an audit room (physical or electronic).
3. Facilitate interviews and field visits.
4. Respond to audit findings through management letters.
5. Track closure of audit recommendations.
5.3 Monitoring & Evaluation / Learning Reviews
Procedures:
1. M&E team conducts baseline, midline, and endline assessments where applicable.
2. Document lessons learned and best practices.
3. Prepare briefs, dashboards, and learning products.
4. Share findings with donor, partners, and SRF leadership.
[bookmark: _Toc215615451]6. GRANT CLOSE OUT PHASE
6.1 Administrative Closeout
Procedures:
1. GMO reviews award terms for closeout obligations.
2. Notify departments and sub-awardees 90 days before end date.
3. Ensure all deliverables are completed.
4. Collect all partner closeout documents (if prime).
5. Archive all files in grant repository (could be a cloud space).
6.2 Financial Closeout
Procedures:
1. Finance conducts final budget reconciliation.
2. Identify unspent balances for donor return.
3. Prepare final financial report with full supporting documents.
4. GMO reviews and submits to donor.
6.3 Asset Handover / Disposition
Procedures:
1. Conduct final asset verification.
2. Follow donor guidelines for asset disposition (transfer, sale, retention).
3. Document asset handover using formal forms (Appendix 5).
4. Update asset register.

6.4 Final Narrative Report & Exit Meeting
Procedures:
1. Program Lead prepares final report with M&E data.
2. GMO ensures all compliance requirements are included.
3. ED approves and GMO submits to donor.
4. Conduct internal exit meeting to discuss performance and lessons.
5. Record lessons in SRF Knowledge Management System (Appendix 6).

[bookmark: _Toc215615452]7. POST-CLOSEOUT PHASE
7.1 Records Retention
Procedures:
1. GMO archives grant documents for required retention period (usually 5–7 years).
2. Maintain organized digital and physical files.
3. Restrict file access to authorized persons only.
7.2 Sustainability & Follow-On Opportunities
Procedures:
1. Program Leads review opportunities for scale-up or extension.
2. GMO identifies new funding aligned to lessons and gaps.
3. Update SRF institutional track record using project achievements.






















[bookmark: _Toc215615453]Standard Operating Procedures for Grants offered by or through SRF-RTCs  including sub-awardees

[bookmark: _Toc215615454]SOP 1: Grant Solicitation and Application Submission
[bookmark: _Toc215615455]Objective
To ensure fair, transparent, and merit-based selection of research proposals.
[bookmark: _Toc215615456]Procedure
1. Issuance of Call
· RTC issues call via website, email, internal bulletins.
2. Eligibility Screening
· Grants Office confirms institutional affiliation, compliance status, eligibility.
3. Proposal Submission
· Applicants submit proposal, CVs, budget, ethics status.
4. Administrative Compliance Check
· Verify completeness; non-compliant applications are returned without review.
[bookmark: _Toc215615457]SOP 2: Peer Review and Funding Decision
[bookmark: _Toc215615458]Procedure
1. Reviewer Assignment
· Minimum two independent reviewers.
2. Scoring based on:
· Scientific merit
· Feasibility
· Ethical considerations
· Budget justification
3. Grants Committee Decision
· Final ranking, recommendations for approval/rejection.
4. Notification
· Written communication to all applicants.

[bookmark: _Toc215615459]SOP 3: Award, Contracting, and Grant File Setup
[bookmark: _Toc215615460]Procedure
1. Draft and sign grant agreement.
2. Create Grant File (physical & digital).
3. Assign budget code and cost centers.
4. Conduct PI orientation on compliance, procurement, reporting.
[bookmark: _Toc215615461]SOP 4: Financial Management and Disbursement
[bookmark: _Toc215615462]Procedure
1. Disbursement follows approved budget and schedule.
2. All expenses must be:
· Allowable
· Justified
· Supported with receipts/invoices
3. Procurement follows SRF-RTC Procurement Policy.
4. Finance records all transactions in accounting system.
[bookmark: _Toc215615463]SOP 5: Technical and Financial Reporting
[bookmark: _Toc215615464]Reporting Frequency
	Report Type
	Frequency

	Technical Progress Report
	Quarterly

	Financial Report
	Quarterly

	Annual Consolidated Report
	Annually

	Final Completion Report
	At Closeout



[bookmark: _Toc215615465]Required Elements
· Activities conducted
· Results achieved
· Challenges and mitigation
· Expenditure vs. budget variance
[bookmark: _Toc215615466]SOP 6: Monitoring, Audit, and Compliance
[bookmark: _Toc215615467]Monitoring Activities
· Quarterly review meetings
· Site supervision visits
· Internal financial reviews
[bookmark: _Toc215615468]Audit
· Annual internal audit
· External audit per donor/contract terms
Non-compliance triggers corrective action plans.
[bookmark: _Toc215615469]SOP 7: Grant Closeout
[bookmark: _Toc215615470]Procedure
1. Submit final narrative and financial reports.
2. Final audit completed.
3. Confirm asset inventory and disposition plan.
4. Archive grant documentation for 7 years.

[bookmark: _Toc215615471]ANNEXES 
[bookmark: _Toc215615472]ANNEX A: Standard Budget Template 
Budget Template Structure:
	Cost Category
	Item Description
	Unit Cost
	Quantity
	Total Cost
	Justification

	Personnel
	PI, Co-I, Research Assistants
	
	
	
	Role & level of effort

	Equipment
	Laptops, lab equipment
	
	
	
	Procurement plan required

	Supplies & Materials
	Field tools, lab reagents
	
	
	
	Specify use and consumption rate

	Travel & Fieldwork
	Transport, accommodation, per diem
	
	
	
	Indicate purpose and dates

	Training & Workshops
	Venue, materials, facilitation
	
	
	
	Align with capacity building outcomes

	Sub-awards/Collaborations
	Partner institution support
	
	
	
	Requires Subaward Checklist (Annex D)

	Other Direct Costs
	Communication, data management
	
	
	
	Must be allowable

	Indirect/Overhead Costs
	Negotiated per grant (Option 3)
	
	
	
	Document basis in contract



[bookmark: _Toc215615473]ANNEX B: Allowable and Unallowable Cost Matrix

	Category
	Allowable
	Unallowable

	Personnel
	Salaries in approved budget
	Salaries outside contract scope

	Equipment
	Pre-approved durable items
	Luxury or personal-use devices

	Travel
	Project-related travel
	Leisure or unapproved travel

	Meals/Per Diem
	Within approved rate
	Alcoholic beverages, entertainment

	Administrative Costs
	Negotiated indirect costs
	Double-charging overhead



[bookmark: _Toc215615474]ANNEX C: Procurement Threshold & Method Matrix

	Threshold (USD)
	Method
	Documentation Required

	< 500
	Direct Purchase
	Receipt/Invoice

	500 - 5,000
	Three Quotations (RFQ)
	Quotations & Evaluation Form

	> 5,000
	Open Tender
	Tender dossier, Evaluation Report, Award Minutes



[bookmark: _Toc215615475]ANNEX D: Subaward Compliance & Due Diligence Checklist
· Legal registration of partner institution
· Financial capacity and accounting system verified
· Procurement rules reviewed and aligned
· Signed subaward agreement
[bookmark: _Toc215615476]ANNEX E: Quarterly & Final Report Templates
· Activities completed
· Outputs and progress against milestones
· Challenges and mitigation
· Updated budget vs expenditure table
[bookmark: _Toc215615477]ANNEX F: Asset Management & Disposal Register
This includes: Asset Description, Serial Number, Acquisition Date, Custodian, Location, Condition, Disposal Recommendation.

[bookmark: _Toc215615478]ANNEX G: Risk Classification & Mitigation Matrix
This includes Risk Type, Likelihood, Impact, Mitigation Measure, and Responsible Unit.
















APPENDICES

Appendix 1: Opportunity Intake Form
1. Basic Opportunity Information
· Opportunity Title: 
· Donor / Funding Agency:
· Call / RFA / RFP Number:
· Link to Full Solicitation:
· Type of Funding:
☐ Grant
☐ Cooperative Agreement
☐ Contract
☐ Subaward (Prime: ______)
☐ Other (Specify)
· Opportunity Deadline(s):
· Concept note deadline:
· Full proposal deadline:
· Questions due:
· Registration deadlines (SAM, ERA Commons, EU Portal, etc.):
2. Eligibility & Strategic Fit Screening
· Eligibility Requirements (check all that SRF meets):
☐ Type of Organization eligible
☐ Geographic focus includes SRF/Uganda
☐ Past Performance requirements
☐ Financial capacity requirements
☐ Compliance (NICRA, Audits, Policies)
· Strategic Alignment (brief narrative):
· Relevance to SRF Vision/Mission:
· Fit with SRF Thematic Areas:
· Fit with SRF–RTCs Research Priorities:
· Target Beneficiaries / Populations: 
· Does SRF meet all mandatory conditions?
☐ Yes
☐ No
If No, specify risks.
3. Opportunity Summary
· Total Funding Available:
· Expected Award Size:
· Estimated Performance Period:
· Expected Start Date:
· Co-Funding / Cost Share Requirement:
☐ None
☐ Required (specify %)
· Number of Partners Needed:
· Major Deliverables / Requirements:
· Donor Priorities Highlighted in the Call:
4. Role of SRF
· SRF Intended Role:
☐ Prime Applicant
☐ Subawardee
☐ Consortium Lead
[bookmark: _Hlk215607220]☐ Technical Partner
☐ Other, specify.........................................
· Proposed SRF Lead Department:
(Research, Innovation, Policy, M&E, RTCs, etc.)
· Key SRF Technical Contributions:
· Brief description of planned scope.
5. Partner Information
· List of Potential Partners / Consortia:
· Contacts of Partner Institutions: 
· Partner Strengths / Value Addition:
· Subaward Considerations:
· Past collaborations with SRF (if any):
6. Compliance & Risk Screening
Compliance Requirements
· USAID: ADS 303, NICRA, PSEA, Whistleblower
· NIH: Human subjects, clinical trials, biosafety, DUNS/SAM, ERA Commons
· EU: PRAG, visibility rules
· Global Fund: PU/DR, asset management
· Foundations: simplified reporting, flexibility
Risk Screening Checklist
· Financial Risk:
· Award size too large/small?
· Cost-share required?
· Technical Risk:
· Limited technical capacity?
· Operational Risk:
· Tight deadlines, complex procurement?
· Compliance Risk:
· Complex donor requirements?
· Reputational Risk
Provide risk rating: ☐ Low ☐ Medium ☐ High
· Mitigation strategies:........................................................
7. Budget & Resource Needs
· Estimated SRF Budget Request:.................................
· Key Cost Categories:
· Personnel
· Travel
· Equipment
· Supplies
· Subawards
· M&E
· Indirect Costs (using NICRA or donor ceiling)
· Additional Resources Required:
· Consultants
· Equipment
· New staff
· System upgrades
8. Internal Assessment & Decision
A. Technical Review
· Summary of technical feasibility
· Reviewer comments
B. Grants & Compliance Review
· Review of donor policies
· Eligibility confirmation
· Risk management notes
C. Finance Review
· Funding adequacy
· Budget feasibility
· Cost-share review
D. SMT/Leadership Decision
☐ Approved for Proposal Development
☐ Approved with Conditions
☐ Deferred
☐ Declined
Reasons for decision:
(Short explanation)
9. Proposal Development Plan (if approved)
· Proposal Lead / PI
· Proposal Manager
· Technical Writers Assigned
· Budget Team Assigned
· Partner Engagement Plan
· Submission Timeline with Key Milestones
· Go/No-Go Final Approval Date
10. Required Attachments
☐ Full Call Text
☐ Donor Guidelines
☐ Budget Template
☐ Eligibility Checklist
☐ Draft concept/notes
☐ Partner profiles/CVs
☐ Risk register (if high-risk)







Appendix 2: SRF – Award Summary Memo Template
To:
Executive Director / Senior Management Team / Grants Committee
From:
[Name], Grants Manager / Program Lead
Date:
Subject:
Award Summary – [Donor Name] / [Project Title]

1. Award Overview
· Donor/Funding Agency:
· Donor Type: (e.g., USAID, NIH, Foundation, Corporate, UN Agency)
· Award Title:
· Program Area: (SRH, One Health, NCDs, Adolescent Health, etc.)
· Geographic Focus: (District(s), National, Regional)
· Implementation Period: (Start–End Date)
· Total Award Value: (USD)
· Cost Share Required: Yes/No (Amount/Percentage)
· Subawardees/Consortium Partners: (If applicable)
2. Strategic Alignment
· Relevance to SRF Strategy:
(How the award aligns with SRF’s mission, Vision 2040/AU Agenda 2063 contributions, gender empowerment, innovation, etc.)
· Value Addition:
(New partnerships, new research areas, capacity building, policy influence, etc.)
3. Scope of Work / Key Objectives
Provide 3–5 bullet points summarizing major objectives:
· Objective 1
· Objective 2
· Objective 3
· Objective 4

4. Deliverables & Milestones
· Key research activities or program interventions
· Expected milestones by quarter/year
· Required outputs (reports, datasets, publications, capacity building sessions, etc.)

5. Budget Summary
· Total Direct Costs:
· Indirect Costs (NICRA/applicable rate):
· Budget Notes:
(Major cost drivers, staffing, equipment, subawards, overhead limitations)

6. Compliance Requirements
Include donor-specific requirements:
· USAID: Branding & Marking, ADS 303, MERL Plan, Environmental Compliance, PSEA, FFATA
· NIH: Human subjects, data sharing, RPPR, biosafety
· EU/PRAG: Procurement thresholds, VAT rules, documentation requirements
· Global Fund: PU/DR, fixed assets, programmatic milestones
· Others: Reporting frequency, audit obligations, digital recordkeeping

7. Risks & Mitigation Measures
Identify key risks:
· Operational
· Compliance
· Financial
· Reputational
· Partner management
Then list mitigation strategies for each.

8. Key Personnel & Management Structure
· Principal Investigator / Project Lead
· Co-Investigators
· Technical Staff
· Finance & Compliance Officer
· M&E Lead
· Subaward/Partner Oversight
Attach an organogram if required.

9. Monitoring, Evaluation & Learning (MEL)
· Core indicators
· Reporting timelines
· Learning agenda
· Data protection & quality assurance approach

10. Subaward Management (If Applicable)
· Partner names
· Subaward values
· Roles & responsibilities
· Oversight plan (risk assessment, site visits, reporting)

11. Approvals Required
· Financial approval
· Compliance review clearance
· Leadership sign-off
· Board/Steering Committee approval (if required)
Signature blocks can be placed here.

12. Attachments
· Donor Notice of Award / Grant Agreement
· Budget & Budget Narrative
· Workplan / Logframe
· Risk Matrix
· Organizational & consortium structure
· Branding guidelines (if applicable)







Appendix 3. SRF Grants Register
	Grant ID
	Donor
	Project Title
	Program Area
	Geographic Scope
	Award Amount (USD)
	SRF Share
	Cost Share Required
	Funds Received
	Expenditure to Date
	Burn Rate (%)
	Remaining Balance
	Start Date
	End Date
	Status
	Reporting Frequency
	Last Report Submitted
	Next Report Due
	Audit Requirement
	PI / Project Lead
	Subaward Partners
	Risk Level
	Notes

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



Appendix 4. SRF Grant repository
It’s designed to store, track, and manage all grant-related information in a structured, searchable way. This will be implemented in Excel, SharePoint, or a database.
1. Core Structure / Sections
A. Grant Master Information
	Field
	Description
	Example

	Grant ID
	Unique internal identifier
	GR001

	Donor
	Funding organization
	USAID, NIH

	Project Title
	Official project/grant name
	Adolescent SRH Empowerment

	Program Area
	Area of focus
	SRH, One Health, NCDs

	Geographic Scope
	Country, region, districts
	Kampala, Wakiso

	Start Date
	Grant start date
	01-Jan-2025

	End Date
	Grant end date
	31-Dec-2026

	Status
	Current implementation status
	On Track, Delayed, Closed

	Grant Type
	Research, Program, Capacity Building
	Research

	SRF Share
	Amount allocated to SRF
	500,000 USD

	Cost Share Required
	Yes/No, details if applicable
	No



B. Financial Information
	Field
	Description
	Example

	Award Amount
	Total approved funding
	750,000 USD

	Funds Received
	Cumulative funds received
	400,000 USD

	Expenditure to Date
	Amount spent
	350,000 USD

	Burn Rate (%)
	Formula: Expenditure ÷ Funds Received ×100
	87.5%

	Remaining Balance
	Award Amount – Expenditure
	400,000 USD

	Currency
	USD, EUR, Local Currency
	USD



C. Reporting & Compliance
	Field
	Description
	Example

	Reporting Frequency
	Quarterly, Biannual, Annual
	Quarterly

	Last Report Submitted
	Date of last report
	30-Sep-2025

	Next Report Due
	Upcoming reporting deadline
	31-Dec-2025

	Audit Requirement
	Yes/No
	Yes

	Compliance Status
	On Time / Overdue
	On Time

	Notes
	Special remarks about reporting
	Pending donor review


D. Risk & Issues
	Field
	Description
	Example

	Risk Level
	Low / Medium / High
	Medium

	Risk Category
	Financial, Programmatic, Compliance, Operational
	Financial

	Issue Description
	Brief description of the risk or challenge
	Delayed disbursement

	Mitigation Action
	Steps to reduce risk
	Follow up with donor

	Owner / Responsible
	SRF staff accountable
	Dr. Allan B.



E. Partners / Subawards
	Field
	Description
	Example

	Partner Name
	External organization
	Partner A

	Funding Amount
	Amount allocated to partner
	100,000 USD

	Reporting Status
	On Time / Overdue
	On Time

	Risk Level
	Low / Medium / High
	Low

	Notes
	Special considerations
	Conditional funding



F. Documentation / Repository Links
	Field
	Description
	Example

	Grant Agreement
	Link / path to signed agreement
	/Grants/GR001/Agreement.pdf

	Workplan
	Link / path to project workplan
	/Grants/GR001/Workplan.xlsx

	Budget
	Approved budget document
	/Grants/GR001/Budget.xlsx

	Reports
	Link to submitted reports
	/Grants/GR001/Reports/

	Audit Reports
	Link to audit documents
	/Grants/GR001/Audit.pdf

	Other Documents
	MOUs, correspondence, deliverables
	/Grants/GR001/Correspondence.pdf



G. Notes & Observations
	Field
	Description
	Example

	Lessons Learned
	Key insights from implementation
	Community engagement critical

	Next Steps / Follow-up
	Actions for ongoing compliance
	Prepare final report

	Internal Comments
	For SRF staff tracking
	Monitor burn rate closely


 

2. Additional Features / Best Practices
· Unique Grant ID: Ensure every grant has a unique identifier.
· Dynamic Linking: Links to all grant documents stored in a structured folder.
· Searchable Fields: Donor, Program Area, Status, Risk Level.
· Conditional Formatting: Highlight overdue reports, high-risk grants, or near-expiry grants.
· Dashboard Integration: The repository should feed a dashboard showing KPIs like total grants, burn rate, reporting compliance, and risk overview.
· Version Control: Track updates in documents or financials over time.









Appendix 5. SRF ASSET HANDOVER FORM
This template is designed to standardize the transfer of SRF assets between departments, projects, or staff while ensuring accountability and proper documentation.
Form No.: ___________
Date of Handover: ___ / ___ / _______
1. Handover Details
	Field
	Description

	Handover From (Department/Staff)
	________________________

	Handover To (Department/Staff)
	________________________

	Project / Grant / Program
	________________________

	Reason for Handover
	________________________


2. Asset Details
	S/N
	Asset Name / Description
	Asset ID / Serial No.
	Quantity
	Unit Condition (New/Good/Fair/Poor)
	Remarks

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	


Attach additional sheets if necessary.
3. Verification
Received By (Handover To):
Name: ___________________________
Designation: _____________________
Signature: _______________________
Date: ___ / ___ / _______
Delivered By (Handover From):
Name: ___________________________
Designation: _____________________
Signature: _______________________
Date: ___ / ___ / _______
4. Asset Condition Confirmation
	Field
	Description

	Overall Condition of Assets
	Good / Fair / Poor (circle)

	Missing / Damaged Items Noted
	Yes / No (circle)

	Notes / Comments
	________________________


5. Approvals
	Approver
	Designation
	Signature
	Date

	Department Head
	____________
	____________
	___ / ___ / _______

	Finance / Asset Custodian
	____________
	____________
	___ / ___ / _______

	Project / Program Manager
	____________
	____________
	___ / ___ / _______


Instructions / Notes:
1. All assets must be listed with their serial numbers or unique identifiers.
2. Physical verification must be done before signing.
3. Any damages or missing items must be documented in the Remarks column.
4. Copies of the completed form must be retained by both Handover From and Handover To departments.
5. Asset condition should be assessed honestly to avoid discrepancies.

Appendix 6. SRF Knowledge Management System
This template for the SRF Knowledge Management System (KMS) is to be used after the completion of a grant. The goal is to systematically capture lessons learned, best practices, outputs, and resources to inform future projects, promote organizational learning, and facilitate reporting and knowledge sharing.
Grant ID: __________________
Project Title: __________________
Donor: __________________
Program Area: __________________
Project Duration: From ___ / ___ / _______ to ___ / ___ / _______
Project Lead / PI: __________________
1. Executive Summary
	Field
	Description

	Project Objectives
	Summarize the main goals of the grant/project

	Key Achievements / Outcomes
	Highlight significant outputs and results

	Challenges / Constraints
	Major hurdles faced during implementation

	Recommendations for Future Projects
	Lessons learned and suggested improvements



2. Knowledge Assets / Outputs
	S/N
	Asset Type
	Title / Description
	Link / Location
	Accessibility
	Notes

	1
	Report
	Final Project Report
	/Grants/GR001/Report.pdf
	Internal / Public
	–

	2
	Policy Brief
	SRH Policy Brief
	/Grants/GR001/PolicyBrief.pdf
	Internal / Public
	–

	3
	Data Set
	Survey Results
	/Grants/GR001/Data.xlsx
	Internal
	Requires permission

	4
	Training Material
	Workshop PPT
	/Grants/GR001/Training/Slides.pptx
	Internal
	–

	5
	Publication
	Journal Article
	DOI / Link
	Public
	–


Attach additional sheets if necessary.
3. Lessons Learned
	Theme / Area
	Observation / Lesson
	Impact
	Recommendation / Action

	Community Engagement
	Engaging local leaders increased uptake
	Improved participation
	Start engagement earlier in future projects

	Data Collection
	Paper-based surveys caused delays
	Reduced timeliness
	Use digital data collection methods

	Collaboration
	Partner coordination challenges
	Affected reporting timelines
	Hold monthly coordination meetings



4. Success Stories / Case Studies
	S/N
	Story / Case Study Title
	Summary
	Link / Reference
	Responsible Staff

	1
	Adolescent SRH Champions
	Girls became peer educators
	/Grants/GR001/CaseStudy1.pdf
	Dr. Jane A.

	2
	One Health Surveillance
	Early detection of zoonotic disease
	/Grants/GR002/CaseStudy2.pdf
	Dr. Allan B.



5. Recommendations for Knowledge Sharing
	Activity
	Target Audience
	Channel / Platform
	Responsible Staff
	Timeline

	Webinar
	SRF Staff & Partners
	Zoom / Teams
	Project Lead
	Month 1 post-completion

	Policy Brief Dissemination
	Ministry / Donor
	Email / Website
	PI
	Month 2 post-completion

	Internal Workshop
	SRF Staff
	In-person / Hybrid
	KM Officer
	Month 1 post-completion

	Knowledge Repository Upload
	SRF KMS
	SharePoint / Cloud
	KM Officer
	Immediately after close-out



6. Grant Impact Assessment
	Indicator
	Target
	Actual Achieved
	Notes

	Number of beneficiaries reached
	500
	620
	Target exceeded

	Policy changes influenced
	1
	1
	Incorporated in National Guidelines

	Staff trained
	20
	25
	Peer educators included



7. Supporting Documents / References
	Document Type
	File Name / Link
	Notes

	Final Report
	/Grants/GR001/FinalReport.pdf
	–

	Budget / Financial Report
	/Grants/GR001/Budget.xlsx
	–

	Data Sets
	/Grants/GR001/Data.xlsx
	Restricted access

	Publications
	DOI / Link
	–

	Photos / Media
	/Grants/GR001/Media/
	Optional for dissemination



8. KM Officer / Project Lead Sign-off
	Name
	Designation
	Signature
	Date

	____________________
	__________________
	__________________
	___ / ___ / _______

	____________________
	__________________
	__________________
	___ / ___ / _______


Notes / Guidelines:
1. The template ensures all knowledge generated during a grant is captured systematically.
2. Use links or references to files stored in the SRF cloud repository or SharePoint.
3. Lessons learned should be specific, actionable, and tied to project implementation.
4. Success stories can be shared internally or externally, depending on donor or privacy requirements.
5. The completed KMS template should be uploaded to the SRF central Knowledge Management Repository.

Appendix 7. Fillable Budget Template (Dual Currency Format)
	Cost Category
	Item Description
	Unit Cost (Local Currency)
	Unit Cost (USD)
	Quantity
	Total (Local)
	Total (USD)
	Justification

	Personnel
	
	
	
	
	
	
	

	Equipment
	
	
	
	
	
	
	

	Supplies & Materials
	
	
	
	
	
	
	

	Travel & Fieldwork
	
	
	
	
	
	
	

	Workshops/Training
	
	
	
	
	
	
	

	Sub-Awards/Partners
	
	
	
	
	
	
	

	Other Direct Costs
	
	
	
	
	
	
	

	Indirect / Overhead Costs
	Negotiated (%)
	
	
	
	
	
	Describe negotiated basis




Appendix 8. Quarterly Financial Reporting Template
	Budget Line
	Approved Budget (Local)
	Approved Budget (USD)
	Expenditure This Quarter (Local)
	Expenditure This Quarter (USD)
	Cumulative Expenditure (Local)
	Cumulative Expenditure (USD)
	Variance (Local)
	Variance (USD)
	Explanation of Variance

	
	
	
	
	
	
	
	
	
	


Certification:
· Prepared by (Finance Officer): __________________ Date: __________
· Reviewed by (Grants Manager): __________________ Date: __________
· Approved by (RTC Director): __________________ Date: __________

Appendix 9. Subaward Due Diligence & Compliance Form
Partner Institution Name: __________________________
	Verification Item
	Yes/No
	Evidence/Notes

	1) Legal Registration Confirmed
	
	

	2) Financial Management System Exists
	
	

	3) Procurement Policy Reviewed & Compatible
	
	

	4) Previous Grant Performance Satisfactory
	
	

	5) Key Personnel CVs Verified
	
	

	6) Safeguarding / Ethics Policies in Place
	
	


Approval Recommendation: ☐ Approve ☐ Approve with Conditions ☐ Reject
Signatures:
· Grants Officer: _____________________ Date: ________
· RTC Director: _______________________ Date: ________


Appendix 10. Workplan & Milestone Tracking Template
	Activity
	Deliverable/Output
	Responsible Person
	Start Date
	End Date
	Status (Not Started / In Progress / Completed)
	Notes

	
	
	
	
	
	
	






Appendix 11.  SRF Internal Audit Checklist for Grants
This is designed to ensure compliance with donor requirements, organizational policies, and good financial and programmatic practices. It will be implemented as an Excel sheet, Word checklist, or internal audit form.

Grant ID:__________________
Project Title:__________________
Donor:__________________
Audit Period: From ___ / ___ / _______ to ___ / ___ / _______
Auditor Name: __________________

1. Governance and Documentation
	#
	Audit Item
	Check
	Status (Yes/No)
	Notes / Comments

	1
	Approved grant agreement on file
	Copy available
	
	

	2
	Signed MoUs / Subaward agreements attached
	
	
	

	3
	Workplan and budget approved
	
	
	

	4
	Project objectives clearly documented
	
	
	

	5
	Organizational policies followed (finance, procurement, HR)
	
	
	



2. Financial Management
	#
	Audit Item
	Check
	Status (Yes/No)
	Notes / Comments

	6
	Funds received match donor disbursement schedule
	
	
	

	7
	Expenditure is supported by invoices, receipts, or payment vouchers
	
	
	

	8
	Budget allocations adhered to
	
	
	

	9
	Burn rate and remaining balance reconciled
	
	
	

	10
	Cost share requirements documented and fulfilled
	
	
	

	11
	Bank reconciliations completed and up to date
	
	
	

	12
	Asset register updated with project assets
	
	
	



3. Procurement
	#
	Audit Item
	Check
	Status (Yes/No)
	Notes / Comments

	13
	Procurement followed donor/organizational guidelines
	
	
	

	14
	Competitive bidding or quotes obtained
	
	
	

	15
	Contracts and purchase orders documented
	
	
	

	16
	Goods/services delivered and verified
	
	
	

	17
	Vendor payments authorized and recorded
	
	
	



4. Programmatic Compliance
	#
	Audit Item
	Check
	Status (Yes/No)
	Notes / Comments

	18
	Activities conducted as per approved workplan
	
	
	

	19
	Beneficiaries reached documented
	
	
	

	20
	Reports submitted on time and complete
	
	
	

	21
	Data collection and monitoring conducted according to protocol
	
	
	

	22
	Subaward partners monitored
	
	
	



5. Risk Management
	#
	Audit Item
	Check
	Status (Yes/No)
	Notes / Comments

	23
	Risks identified and documented
	
	
	

	24
	Mitigation actions implemented
	
	
	

	25
	High-risk items escalated to management
	
	
	

	26
	Insurance or coverage requirements met (if applicable)
	
	
	



6. Asset Management
	#
	Audit Item
	Check
	Status (Yes/No)
	Notes / Comments

	27
	Project assets recorded in SRF asset register
	
	
	

	28
	Assets physically verified
	
	
	

	29
	Handover / disposal documents complete (if applicable)
	
	
	



7. Reporting & Knowledge Management
	#
	Audit Item
	Check
	Status (Yes/No)
	Notes / Comments

	30
	Final reports submitted to donor
	
	
	

	31
	Lessons learned captured in KMS
	
	
	

	32
	Success stories / case studies documented
	
	
	

	33
	Documentation uploaded to central repository
	
	
	



8. Overall Audit Conclusion
	Field
	Notes

	Major Observations
	

	Key Recommendations
	

	Overall Compliance Rating
	High / Medium / Low

	Auditor Signature
	___________________

	Date
	___ / ___ / _______

	Project Lead / Manager Acknowledgment
	___________________

	Date
	___ / ___ / _______



Instructions / Notes:
1. Use the checklist during periodic internal audits or at project close-out.
2. Status “Yes” indicates compliance; “No” indicates action needed.
3. Notes should capture details of non-compliance, corrective actions, or observations.
4. This checklist can be integrated into an Excel workbook with tabs for each section, formulas for summary compliance % and conditional formatting for quick visual review.


Pre-Award Phase: 
Call for proposals, eligibility screening, concept/proposal development, budget formulation, approval.


Award and Contracting: 
Negotiation of terms, finalization of grant agreement, establishment of grant file and financial code.


Implementation and Financial Management: 
Activity execution, procurement, expenditure monitoring, record-keeping.


Monitoring, Evaluation and Reporting: Progress reviews, financial and technical reporting, midterm evaluation.


Closeout: 
Final reporting, audit, asset 
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