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Creates 
Notice 

of 
Funding 

Availability 
(NOFA)

1. Reviewed by 
Procurement for 
compliance and 

provides NOFA #

4. Changes Required?

5. Revises 
NOFA based 
on feedback

3. Conducts 
review for 
approval

9. Sent to 
webmaster to 
upload NOFA 
on website

11. Contacts 
Grantees to 

inform them of 
NOFA

Yes

All NOFA sent in 
Jan, with additional 

mid-year grants 
which contains 

smaller application 
form

Majority of grants 
are open call, with 

some that are 
invitation only 

(Conflict Resolution 
Performance 

Grants)

14. Review for 
completeness

15. Changes Required?

12. Submits all 
information 
required for 

application by 
email to 

department 
specific 
address

Yes

16. Submits 
additional 

information/revises 
application

10. Determine 
review 

committee 

Reviewers may be 
fixed within 

department or  
cross-departmental. 

Includes 
application, 

cover sheet for 
returning 

grantees, and 
review sheet

18. Review 
committee 
completes 

Review Sheet

13. Applications 
stored shared 

folder in Windows 
drive

19. Grant review 
meeting held to 

make 
recommendations on 

grants to 
approve/deny

17. Send 
review documents 

to committee

To 
Awards 
Process

2. Revises 
NOFA based 
on input from 
Procurement

No

6. Conducts 
final review 

7. Changes 
Required?

Yes

8. Revises 
NOFA  based 
on feedback

No

No

20. Creates 
spreadsheet with 

grant award 
recommendations

21. Reviews  
spreadsheet and 

provides 
feedback

22. Makes 
changes to 

spreadsheet 
based on 
feedback

23. Completes 
review

24. Changes 
Required?

Yes

25. Makes 
changes to 

spreadsheet 
based on 
feedbck

No

26. Compiles grant 
award 

recommendation 
spreadsheets for all 

programs for 
executive review

27. [Pam] 
reviews 

spreadsheet 
and makes 

final decision

28. Prepare 
updated 

version of 
each dept 

spreadsheet 

29. Receive 
updated 

spreadsheets 
of approed 

grants



16. Send final 
workbook to Grantee

26. Receive, sign and 
return document

19. Send for legal 
review

17.Send award 
acceptance to 

procurement for routing to 
Senior Leadership

13. Sign Acceptance 
form, complete 

financial worksheet 
and final budget in 

workbook
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From  
Review

4. Approved or Declined?
8. Drafts saved on 

local drive

Approved

Declined
5. Email Decline 

Notificaton

6. Receive Declination 
notification 

To 
Reporting

generally 
individual emails
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2. Changes required 

usually changes 
that require 

common language 
across programs

Yes

No 9a.Prepare mail 
merge and send award 

acceptance

10. Receive Award 
Acceptance documents + 

Financial Workbook + 
Alternate Disbursement (if 

applicable) + links to 
conditions

Currently only 
used by MACRO 

(open to other 
departments so 

long as grantee is 
Non-Profit)

11 Alternate 
Disbursement 
Requested?

Yes

No

14. Receive award 
acceptance documents

12. Complete  
Alternate 

Disbursement request 
form

9b. Submit requisition 
in GEARS for each 

grant

20. Review 
agreements 

21. Changes Required? Yes
22. Send change 
requirements to 

procurement

No

23. Send change 
requirements to 

department

26. Change requires 
grantee signature?

24. Receive change 
requirements

25. Send to Grantee 
for signature

Yes 27.  Return modified 
document

No

28. Receive and send 
modified document to 

legal

29. Review modified 
documents

30. Changes Required?Yes
31. Sign and send for 

final approval

No

36. Create PO's, upload 
PO's and Award Letters 
to shared drive and file 

originals

1. Check standard 
Award Acceptance 

documents

3. Make adjustments
 to award acceptance 

documents

7. Prepare award 
acceptance documents

18. Prepare cover 
sheet, review Award 

Acceptance 
documents

25. Modify 
documents 

15. Prepare final 
workbook for grantee 

(unhide reporting, adjust 
for alternate 

disbursement if 
necessary)

16a. Receive final 
workbook

32. Receive 
Agreements for 

signature
33. Review Cover 

Sheet /Agreements 
and 

Sign Agreements

34. send signed 
agreements

35. Receive signed 
award letters

37.  Receive 
Agreement

38.  Send executed 
agreement, grant 

terms and reporting 
instructions

39.  Receive 
Agreement/terms/ 

reporting instructions
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 Submits 
quarterly 

report

Reports come as 
PDF/Excel and 
contains both 
financial and 

progress 
workbooks

1. Report stored 
in department 
shared drive

3. Conduct 
financial 
review

4. Conduct 
progress 
review

5. Any issues with the 
report?

Yes

6. Provides 
explanation / 
revised report

No

7. Copy 
performance data 
into spreadsheets 

for 
tabulation/analysis

Common issue 
with reports might 
be that grantee is 
spending  more or 
less at quarter than 

anticipated

8. Reviews 
and approves 

payment

To 
Payments

2. Assign to 
approriate 

department 
staff to review
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From  
Reports

2. sign and send Invoice 
with quarterly financial 

report

3. Receive Invoice
4. Enter Invoice Details 

into GEARS against 
P/O

Authorized Requester

5. Process Invoice in  
GEARS against P/O

Authorized Approver

6. Department of 
Budget and Finance 
processes payment

7. Receive Payment
1. Generate invoice 

using financial workbook



54. Notify department 
letter is available

13. Submit application for 
additional funds (shorter 

application form)

4. Complete Budget 
Modification tab in spreadsheet 

and send to programs
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1. Grantee needs to alter 
submitted budget

2. Discuss changes with 
grantee

3. Requires additional 
funding?

No

Yes
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15. Recommend for 
approval?

No

20. Notify Grantee of 
declination

YesYes 10. Modify workbook

11. Sign budget 
modification and send to 
Grantee with modified 

workbook.

12. Receive signed 
budget modification and 

modified workbook.

16. Prepare 
supplemental award 

Spreadsheet

17. Send supplemental 
award sheet for review
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End 
of 

Process

9. Receive notice budget 
modification not approved.

7. Approved?

No

8. Email Grantee 
outcome

18. Receive 
supplemental award 

sheet
19. Approve? Yes

No

21. Receive notice budget 
modification not approved.

End 
of 

Process

22. Send 
spreadsheet for 

approval

23. Receive supplemental 
award sheet

24. Send supplemental 
award sheet for prelminary 

approval

25. Receive and complete 
preliminary approval on 

supplemental award sheet

26. Send supplemental 
award sheet with approvals

27. Receive supplemental 
award sheet and pass to 

department

28. Receive supplemental 
award sheet

29. Prepare supplemental 
award Letter

30. Send supplemental 
award letter

31. Receive, sign and return 
award letter

32. Receive award letter 33. Save to shared drive 
and notify procurement

43. Receive, sign and 
return document

34. Send for legal 
review

35. Review agreements 36. Changes Required? Yes
37. Send change 

requirements to procurement

No

38. Send change 
requirements to 

department

41.. Change requires 
grantee signature?

39. Receive change 
requirements

42. Send to Grantee for 
signature

Yes 44.  Return modified 
document

No

45. Receive and send 
modified document to 

legal

46. Review modified 
documents

47. Changes Required?Yes
48. Sign and send for 

final signature

No

40. Modify 
documents 

49. Receive 
Agreements for 

signature
50. Review and 
Sign Agreement

51. send signed 
agreements

52. Receive signed 
award letters

53. Update 
Purchase order and 
save letter to shared 

drive

55. Receive notice 
and  Prepare 

supplemental award 
Spreadsheet

56. Send executed 
supplemental award letter 

to grantee along with 
adjusted workbook

57. Receive executed 
supplemental award 
letter and adjusted 

workbook End 
of 

Process

5. Initial review of budget 
modification 

6. Secondary review of 
budget modification 14. Receive application   
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2. Process 
payment from 

grantor

3. Receive notification 
subgrant received

5. Apply for Grant

4. NOFA issued
7. Track grants 

that are 
sub-granted

8. Receive Grant 
Award Information

9. Submit monthly 
impact numbers

10. Compile 
numbers from 
Grantees and 

produce report for 
sub-grantor

11. Receive report 
on sub-grant 

impact

1. 
Provide 
funds 

for 
grant

End of 
process

Li nk t o 
ot her  

pr ocess


