Grant Signature Instructions

A binding contractual agreement requires the signatures of both the Grantee and the

Department of Human Services (DHS) Director or designee. Any questions concerning

these procedures can be directed to your Grants Program Officer.

1. Verify the grant or amendment contains the agreed upon terms. Please verify that

the budgets, if applicable, have the agreed upon dollar amounts. If a disagreement

is noted, do not sign the grant and contact your Program Officer with an

explanation of the problem. Your Program Officer will resolve the issue in

conjunction with the Grants Coordinator.

2. Print three, single-sided copies of the entire document. If applicable, attach the

budget before the signature page. Review and sign 3 original copies of the grant

or amendment beneath the grantee name on the last page.

a. Please find attached the Authorized Signature form required annually for

each grantee or for adding an authorized signature. A person authorized to

sign for the organization must sign the grant or amendment.

3. Print the name and title of the person signing the grant or amendment beneath the

signature.

4. Obtain the signature of a witness to the grant/amendment signer’s signature.

Record signature in the “Witness” section located to the left of the

grant/amendment signature. The space provided for a signature binding DHS to

the Agreement is for the use of the DHS Director or authorized designee. This

space should remain blank.

5. Make an additional copy of the document for your files. Mail all three (3) copies

of the grant/amendment with original signatures and budget attached, if

applicable, unfolded and without creases to:

Michigan Community Service Commission

Attn: Angelia Salas

1048 Pierpont, Suite 4

Lansing, Michigan 48913

MCSC Phone Number: (517) 335-4295

NOTE: All grantees must be registered on the Michigan Accounting Information

Network (MAIN) to receive payment. You may register as a Vendor online at

www.cpexpress.state.mi.us or by calling Vendor Registration at 517-373-4111.
