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LEGAL SERVICES CORPORATION

Technology Initiative Grant (TIG) Program

LSC Administrative Plan
Instructions
Grantees must submit an administrative plan if they contract significant portions of their TIG's project management to third-parties. This plan should clearly outline the grantee's duties and responsibilities for financial oversight and audits, project management, contract coordination, evaluation, and reporting.

Grantees should use the attached template to prepare their plan, utilizing the three columns to share their approach for project administration and oversight.

• Column 1 lists areas in which the grantee will conduct oversight. These include project management, financial oversight, audits, and others.

• Column 2 describes the grantee’s overall responsibilities with respect to oversight in the specified areas. It should contain general statements about the grantee's responsibilities, e.g. "Grantee will manage the overall project budget".
• Column 3 contains the specific tasks that the grantee or contractors will carry out so that the grantee can appropriately administer each responsibility. For example, if the grantee is responsible for managing the project budget, it might review and approve reports generated by third-party contractors and meet regularly with contractors to ensure the project remains on-budget. Both the reporting review and the meetings should be listed in Column 3.

Because the purpose of the administrative plan is for the grantee to outline its oversight duties and responsibilities, the document should be prepared from the grantee's perspective. Responsibilities listed in Column 2 should be the grantee's responsibilities, not those of a third-party contractor. The specific activities in Column 3 should focus on the tasks that the grantee or third-party contractor will conduct to ensure the grantee can meet its oversight and administration responsibilities.

LSC Administrative Plan

Grantee name:





TIG Grant number:

Submission date:  

Contact person:




Phone number:  








Email address:


Please fill in the fields below based on the grantee's duties and responsibilities with respect to oversight and administration of the LSC TIG grant. The completed plan should be 2-4 pages.

	
	Grantee Responsibilities
	Specific  Activities

	
	
	

	Project Management


	
	

	
	
	

	Strategic Grant Oversight & 
Leadership

	
	

	
	
	

	Technology Project Management

	
	

	
	
	

	Financial Oversight and Audits


	
	

	  
	
	

	Project Budget

	
	

	
	
	

	Audits

	
	

	
	
	

	Additional Financial Oversight
Information

	
	

	
	
	

	Contract Coordination


	
	

	
	
	

	Evaluation


	
	

	
	
	

	Reporting
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