	SAMPLE GRANT MONITORING OVERVIEW



	Administrative capacity reviews will be conducted on all grantees that have not previously done business with our office.

Grant Manager conducts final negotiation and approval of application work plan and budget.

	ALL GRANTS RECEIVE:
	New Grantee

1 year grant
	New Grantee

2+ year grant


	On-going Grantee

(Continuation grants)



	Grant Management Training/Orientation
	1st Quarter of Year 1
	1st Quarter of Year 1; annually if principals change
	As needed
(new staff, new policies, etc.)

	Pre-Approvals Required
	* Contracts in excess of $5,000

* Consulting Fees in excess of $450/day

* Out-of state travel


	* Contracts in excess of $5,000

* Consulting Fees in excess of $450/day

* Out-of-state travel
	* Contracts in excess of $5,000

* Consulting Fees in excess of $450/day

*Out-of-state travel

	Financial Status Report (FSR) Review
	Payment is reviewed to confirm that expenses are within budget and correlate to activities underway
	Payment is reviewed to confirm that expenses are within budget and correlate to activities underway
	Payment is reviewed to confirm that expenses are within budget and correlate to activities underway

	Narrative Progress Report Review
	Quarterly

 Will compare progress to budget expenditures
	Quarterly

 Will compare progress to budget expenditures
	Semi- annually: all legislatively-named grants
Quarterly: all competitive grants
Will compare progress to budget expenditures

	Statistical Data Report Review
	Part of progress report
	Legislatively named grants: semi-annually
Competitive grants: part of progress report
	Part of progress report

	Financial Reconciliation
	Source documentation to be reconciled for one payment every 12 months. To be done within first six months of operation; repeated if issues identified
	Source documentation to be reconciled for one payment every 12 mos. To be done randomly and repeated if issues have been identified
	Source documentation to be reconciled with one payment every 12 months. To be done randomly and repeated if issues identified

	Comprehensive Site Visit & Report
(preferably in person)
	Within 1st quarter 
	Within 1st quarter
$50,00 & above – annually

Below $50,000 – every two years. 
	$50,000 & above – annually
Below $50,000 – every two years




