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1. Create a new requirement by selecting the “blank page” icon for a new record.

2. Use your name as the staff person.

3. Choose the requirement from the pull-down menu of the type field.  
4. In the notes field, indicate such things as the fiscal year-end for financial statements, in the case of financial reports, the date of the report; for programmatic final or progress reports include the date of the report, the sender’s last name, and who it was sent to.  
5. Mark the requirement as done by selecting “done” at the top of the box.  Save and close.

6. Write the ID # on the item and place it to be filed in the closed agency file area.

7. Other items to record in the grant’s requirements tab include audited financial statements, final or interim financial reports, final programmatic or progress reports, receipt of signed grant agreement, GCC form, match and challenges met, budget, Annual Report, tax return, IRS determination letter (if sent in with the proposal) and others as needed.
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