
Step 1: Review grant 
agreement, proposed program 

deliverables, and proposed 
budget. (GM, PM) 

Step 2: Identify and 
communicate any budget or 

deliverable changes based on 
final award or program 

changes to funder. (GM) 

Step 3: Modify budget and work 
plan and submit to funder for 

approval. (FM, GM)

Step 4: Upon approval, sign 
grant agreement and send final 
agreement, budget, and other 

deliverables (if needed) to 
funder, Include a “Thank you” 

Letter. (ED, GM)

Step 5: Save all final versions in 
designated folder and send 

copies to finance and program 
teams (GM)

Step 6: Create budget in 
financial management system 

and charge codes in chart of 
accounts. Share with program 
staff for invoicing and expense 

monitoring. (FM)

Step 1: Schedule Start-up 
Meeting between Grants, 

Programs, Finance Teams (GM) 

Step 2: Create and share start-
up agenda one week to two 

days before start-up meeting. 
Include any key documents 

attendees should review prior 
to the meeting. (GM) 

Step 3: Host start-up meeting 
between Grants, Programs, 

and Finance (GM)

Step 4: Establish reporting 
process and reminder 
schedule based on the 

funder’s reporting schedule 
(GM, PM)

Step 5: Schedule regular check-
ins (monthly, quarterly) based on 

complexity of program/project 
(GM, PM, FM)

Grant Award and Approval Process Grant Start-up and Reporting Process

GM = Grant Manager, PM = Program Manager, FM = Finance Manager, ED = Executive Director. These acronyms represent general gra nt, program, 
finance, and leadership positions and may not represent your organization’s current staffing matrix. 
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