
Grants and Assistance (Post-award Process)
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DOC receives Grant 

Award Notice (GAN)

(Within 7 days) GM, 

accountant, project 

lead, and administrator 

review conditions of 

award

Accept, decline, 

negotiate

(Within 21 days)  

Director signs post-

award materials

GM submits post-

award materials to 

grantor

GM forwards GAN 

to budget and 

accounting

Budget and 

accounting establish 

orgs, BCDs

(Within 30 days) GM 

provides orientation to 

all key project staff

GM provides orientation 

packet (grant, work plan, 

timeline, program budget, 

tools)  to all key project staff

Project and Grant staff establish regular meetings (quarterly, 

monthly as indicated) to review  budget and program progress.  

Quarterly budget status reports are reviewed. On-going

GM and GA meet 

weekly to discuss 

status of grants 

and assistance

GA provides quarterly budget 

status reports (projected vs. 

actual) for grant funds and match 

resources

GM audits compliance 

with grant conditions 

(on-going)

Grant Staff 

determines whether 

corrective action 

needed

If indicated, Grant Staff 

communicates need to 

Project Staff

Internal corrective 

action plan 

determined

Project leader drafts all 

program progress report 

according to grant 

conditions and forward to 

Grant Staff

Grant Staff reviews and 

approves report, 

coordinates with project 

lead as indicated

GM and/or GA 

submits report to 

grant awarding 

agency

Project and Grant Staff establish bi-

weekly meetings (or as indicated) 

during the last 6 weeks of the grant 

period to prepare for close-out

On-going

Jointly, close-out 

reports are 

completed

GM submits report 

to grant awarding 

agency

Program implements project according to the terms and conditions (application, goals, objectives, budget) of the grant

Program engages Grant Staff regarding clarification of terms, allowable expenses and activities, and for general technical assistance as indicated

Program obtains 

copy of grant and 

conditions

Division Administrator  

assumes primary 

responsibility of project, 

delegates to appropriate 

staff

Grant Adjustment

Budget Modification

Programmatic Action

Administrator 

informs 

Director of 

major issues

FGA drafts fiscal progress 

report according to grant 

conditions and forward to 

GM

All attend grant 

wrap-up meeting

DOC 1.2.17 (Attachment, p. 1 of 1) Department Grants and Assistance Management – Revised 04‐26‐10


