IP CONTRACT ORIENTATION CHECKLIST
· Effective date (1 Jan) and end date (31 Mar) of agreement discussed

· Required prevention activities and output targets reviewed

· Eligible expenses in budget discussed

· Difference between operating budget and equipment budget

· How operating funds will be provided

· Two months in advance deposited directly into bank account. Initial funds will be deposited upon signing of contract.
· Keep receipts

· Submit monthly report of current and anticipated expenses with receipts by 10th of the month

· If correct, additional funds will be deposited within 5-10 days.  Earlier accurate report = earlier pula!

· Equipment funding discussed
· Amount shown in Funding Agreement is maximum NASTAD will pay.

· IP finds item at or below price in FA and gets written quotation.

· Send (fax) to NASTAD with Equipment Funding Request form.

· If item meets criteria, NASTAD will approve and deposit funds to IP account.

· All equipment technically belongs to US Government. IP must take good care.  Inform NASTAD if equipment is damaged or lost.

· NASTAD will keep inventory of all equipment purchased.

· Computers discussed (if relevant)
· If IP is to receive computer, advise that NASTAD will provide.

· Assess whether IP has capacity to set up, use and protect computer.  If not, suggest deferring purchase until a later time.

· Monthly reporting requirement and forms discussed

· Salary and Allowance Log

· Budget Reconciliation and Funds Request
· Due by the 10th of the month

· Make sure to include Salary Log and receipts!

· Monthly Activity Report

· Describe where and when activities took place, and how many people participated!
