Grant Reporting Process Flowchart - Post-Award
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How to read this flowchart: Read each numbered card from left to right. Each card contains its complete instructions; decision paths are also stated in text.

Phase 1: Receive Award

Many grant awards require negotiation or revision before the award is finalized. The Grants Director works with the funding agency, project lead, and Fiscal
Services to facilitate negotiations and revise the budget when necessary.

Step 1
Receive Award
Notification

* The funding agency sends
the notice and funding
agreement or contract to the
President, project lead, or
the agency's grant-
management system.

* The Grants Office, project

lead, and Fiscal Services
Next

negotiate any requested
agreement modifications with
the funding agency.

* When finalized, the
agreement is forwarded to
Contract Services and the
Grants Office.

Step 2
Obtain Contract
Approval

* The Grants Office or project
director submits the
agreement through
BoardDocs for the earliest
available Board agenda.

¢ After Board approval, the
President or Vice President
of Finance returns the signed
grant or subaward
agreement to Contract
Services.

® Contract Services sends the
agreement to the funding
agency or subaward
organization, with copies to
the Grants Office and project
lead.

* The Grants Specialist
uploads approved
documents to Grants
Navigator.

Next
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Step 3
Establish Grant
Account

¢ Fiscal Services establishes
restricted accounts or funds
for project use.

* The Grants Specialist sets
reporting tasks and
deadlines in Grants
Navigator for the project lead
and Fiscal Services.

* Reminder alerts are sent 30
days before each due date.
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Phase 2: Execute Project
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After the contract is in place, the project lead - with support from the Grants Director, Fiscal Services, Human Resources, and other offices - is responsible
for technical conduct, compliance, budget management, and administration under the agreement and award guidelines.

Step 1
Start Project

* The Grants
Director
coordinates a
project kick-off
meeting with the
project team.

Next

Step 2
Manage Project

* The project lead
works with the
Grants Office and
funder throughout
the performance
period to address
unanticipated

challenges.

* Grants Navigator
sends report
reminders.

* The project lead
works with the
Grants Office and
Fiscal Services to
ensure grant
compliance.

Next

Step 3
Complete
Reporting

* Fiscal Services

provides the
project lead with a

spend-down report.

® The funder sets
any unigue
reporting
requirements.

* The project lead
gives the Grants
Office a copy of
each submitted
report for upload to
Grants Navigator.

Steve Gomez, Director of GDM | 562-463-3749 | Sgomez@riohondo.edu

Next

Step 4
Retain Records

e Accounting and
Contract Services
maintain all grant-
related financial
records and
contracts.

¢ Copies of the
proposal, final
budget, and grant
reports reside in
Grants Navigator in
accordance with
RHC policy and
funding-agency
requirements.
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