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I. INTRODUCTION 

<Organization> intends to use this Grants Manual to support the administration of its federal 
grants.  This Grants Manual establishes policies and procedures for application, receipt, 
management, and closeout of federal grant awards.   <Organization> designates this grants 
manual as the prime resource for Grants Specialists in the administration and management of 
their respective grant programs.  This Grants Manual lists and explains relevant federal laws 
and policies regarding grant administration and contains sample forms most commonly used 
throughout the grant life cycle.  While this Grants Manual is intended as a primary resource, it 
is not intended to replace or supersede any federal guidance on grant administration.   

The Grants Manual organizes the information in the following manner:  

 Background about the Grants Office 
 A glossary of terms related to federal grants 
 Rules concerning Federal Grant Administration 
 Information on managing the Grant through the lifecycle of the federal award 

Additionally, the Appendices include examples of a number of relevant forms and other 
documents commonly used for managing federal grants.    
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III. GLOSSARY OF TERMS 

 

Term Definition 
Administrative Requirements Matters common to grants in general, such as financial 

management, kinds, and frequency of reports, and retention 
of records.   

Advance A payment made by Treasury check or other appropriate 
payment mechanism to a recipient upon its request either 
before outlays are made by the recipient or through the use 
of predetermined payment schedules.  An advance is the 
preferred method of payment for federal award recipients 
provided they meet the eligibility criteria specified in the 
administrative requirements. 

Award Financial assistance that provides support or stimulation to 
accomplish a public purpose. Awards include grants and 
other agreements in the form of money or property in lieu 
of money, by the federal government to an eligible 
recipient.  The term does not include technical assistance, 
which provides services instead of money; other assistance 
in the form of loans, loan guarantees, interest subsidies, or 
insurance; direct payments of any kind to individuals; and, 
contracts which are required to be entered into and 
administered under procurement laws and regulations. 

Closeout The process by which a federal awarding agency determines 
that all applicable administrative actions and all required 
work of the award have been completed by the recipient 
and federal awarding agency.  Closeout includes many 
actions including final reporting for the award, disposition of 
property and record retention requirements. 

Contract A procurement agreement under a grant or subgrant, or a 
procurement subcontract under a contract. 

Cost sharing Cost sharing or “matching” means the value of the third 
party in-kind contributions and the portion of the costs of a 
federally assisted project or program not borne by the 
federal government.   

Discretionary Grants Grants are given by the federal government, according to 
specific authorizing legislation, to exercise judgment or 
"discretion," in selecting the non-federal award recipient 
through a competitive grant process. 

Draw Down The action of requesting and receiving grant funds to cover 
obligated expenditures under the grant. 



Federal Grants Management Manual | Editable Documents for Grant Recipients (Revised November 2017) 
Copyright © MyFedTrainer, LLC All Rights Reserved 

  V-15  

V. GRANT LIFECYCLE 

 A. SEARCH FOR FEDERAL GRANTS 

 GRANTS.GOV 

The federal government requires federal agencies to post discretionary grant opportunities on 
Grants.gov located at www.grants.gov.  This website offers a comprehensive search feature to 
locate federal grant opportunities for almost any federal government office.   <Organization> 
can conduct searches by funding opportunity number, the category of funding, agency, and 
other unique search criteria.  Grants.gov also has an email alert service that will send 
notification of new grant opportunities as they are posted.  The email alert service can be 
accessed at https://www.grants.gov/web/grants/manage-subscriptions.html 

Individual Agency Websites 

In some instances, some federal grant opportunities may not appear on Grants.gov.  Be sure to 
check individual federal agency websites for a comprehensive listing of grant opportunities. 

  B. APPLY FOR A GRANT 

 PLAN THE GRANT APPLICATION 

Note the Deadline 

Preparing a federal grant proposal can be extremely labor-intensive.  Establishing a plan to 
complete the individual parts of the grant application package will keep the effort organized 
and ensure completion by the grant deadline date.  Federal grant deadlines are hard deadlines.  
In most cases, even an application submitted 1 minute after the deadline will not be 
considered. 

Download the Grant Application Packet 

 <Organization> will apply for grants using Federal Standard Form 424, Application for Federal 
Assistance.  This form has approximately 21 sections.  A copy of this form appears in Appendix 
A.  Many federal agencies now allow online submission of federal grant applications either 
through Grants.gov or through a separate application system accessible from the agency’s 
website.  Be sure to review all the guidelines in the grant funding opportunity to confirm how to 
submit the application.  If the funding opportunity allows for online submission, be sure to 
download the grant application packet and complete it off-line prior to submission.  Completing 
the grant application packet off-line makes for easier entry online. 
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Identify the Project Administrator and Team 

The <Grants Specialist> will serve as the lead for completing and submitting the grant 
application packet.  The <Grants Specialist> will locate the key people providing information for 
or writing parts of the grant application packet.  Establishing an initial team meeting to discuss 
roles and responsibilities will ensure organized and timely preparation of the grant application. 

 KEY GRANT PERSONNEL 

[List the key leaders of your office here.  Include titles and contact information.]  
Name Title Phone Email 

[Enter Name] [Enter Title] [Enter phone #] [Enter Email Address] 
    
    
    
    

 PREPARE GRANT DOCUMENTS 

Each document in a federal grant application packet must be completed prior to submission.  
Most federal grant application packets contain some variation of these forms as well as 
additional forms required by the agency: 
 
SF-424: Application for Federal Assistance 
SF-424A: Budget Information for Nonconstruction Programs or SF424-C Budget Information for 

Construction Programs 
SF-424B: Assurances for Nonconstruction Programs or SF-424D Assurances for Construction 

Programs 
 
The SF-424, Application for Federal Assistance contains 21 sections requesting contact 
information, organization background, demographical project information, total project 
funding, authorized representative information, and an explanation of any federal debt 
delinquencies. 
 
The SF-424A/C, Budget information for Nonconstruction/Construction programs, contains two 
parts requesting detailed budget information divided by these class categories:  personnel, 
fringe benefits, travel, equipment, supplies, contractual, construction, other costs, and indirect 
charges.  A discussion of budget categories and costs follows in [cross reference]. 
 
The SF-424B/D, Assurances for Nonconstruction/Construction programs requires the 
authorized representative to certify compliance with a variety of federal laws, such as Title VI of 
the Civil Rights Act, the Davis-Bacon Act, and the Clean Air Act. 

The individual parts of the grant application packet should be accurate, well-written and 
informative.  Federal overseers, such as auditors and grant monitors, will refer to the 
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documents in the application packet during site visits to evaluate project performance and 
grant compliance.  The Catalog of Federal Domestic Assistance gives guidance on 
planning/writing federal grants as well as preparing budget forms at https://www.cfda.gov/. 

 FINALIZE GRANT APPLICATION PACKET 

Internal Approval Process 

[If your organization has an internal approval process for grant applications, enter it here.] 

Authorized Signature Authority 

The documents in the federal grant application packet will require the signature of an 
authorized representative who has the power to bind the organization to the terms and 
conditions of the grant award.  This individual is typically a senior leader, such as an executive 
director, president, or senior government official.    

[You can note primary and secondary authorized signers in this section.] 

 KEY GRANT SIGNATORY AUTHORITY FOR GRANT APPLICATION 

[List the grant application signatory authority of your office here.  Include titles and contact 
information.]  

Name Title Phone Email Signatory 
Authority 

[Enter Name] [Enter Title] [Enter phone #] [Enter email 
address] 

[Enter 
Primary/Secondary 
and “up to $ 
amount”] 

     
     

 SUBMIT AND TRACK 

Once the grant application packet is completed offline, the <Grants Specialist> will then submit 
it online.  If applying online at an agency website or through Grants.gov, the sections of the 
completed grant application packet can be cut and pasted into online submission program.   

Grants.gov features a tracking mechanism that will give status reports on the processing of the 
grant application packet.  The Grants.gov tracking feature can be found at 
http://www.grants.gov/web/grants/applicants/apply-for-grants/step-4-track-my-application-
package.html 
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 D. SPEND GRANT FUNDS 

 RETRIEVING GRANT FUNDS 

Most government agencies deposit federal grant award funds into an account and allow federal 
grantees to draw down the funds as costs become obligated.  Prior to drawing down funds, 
federal grantees are required to submit Form SF-270 Request for Advance or Reimbursement.  
The SF-270 is likely submitted online but could be submitted by e-mail or postal mail.  This form 
indicates the amount of the drawdown request and confirms the amount of grant award funds 
remaining.  A copy of SF-270 appears in Appendix G of this manual.   

Drawing Down Funds 

 <Organization> must have a process that minimizes the time between receiving cash advances 
from the U.S. Treasury and the actual disbursement of funds by the federal award recipient for 
program or project costs. The timeframe should be as short a turnaround as is “administratively 
feasible.” 
 
[If an organization has internal controls in place for drawing down federal funds, enter them 
here.  Otherwise, consider this internal control policy:] 

In the absence of a drawdown policy by the federal awarding agency, <Organization> draws 
down federal funds approximately once a month.  The <Grants Specialist> has authority to draw 
down funds in the amount they have been obligated under the grant.  Prior to any drawdown 
of federal funding, the <Grants Specialist> will confirm the cash balance of each federal grant.  
After the Grants Specialist draws down funds, he or she will document the drawdown with 
appropriate accounting personnel. 

Once appropriate accounting personnel confirms receipt of the wire transfer of funds, a journal 
voucher is created to document the transfer and allocate the funds to appropriate accounts 
within the accounting system.  The <Grants Specialist> receives notification of the journal 
voucher and confirms the proper allocation of grant funds.   

If a drawdown is made in error, the <Grants Specialist> will follow the policy of the federal 
awarding agency.   

 PROCUREMENT PROCEDURES 

Purchase Requisition Process 

The purchase of goods typically starts with the receipt of an approved purchase requisition 
form. 
 
[Enter organization procurement requisition procedures here or edit the flow chart below.] 
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See Appendix Q:  Selected Areas of Cost Compensation for personal services-support of salaries 
and wages for further information on the labor reporting requirements. 
 
 

 E. MANAGE GRANT AWARD 

 COSTS 

The <Organization> must spend federal grant funds in accordance with the terms and 
conditions of the grant award.  Therefore, prior to making an expenditure, program personnel 
must be aware of what costs are allowable and disallowable under the grant as well as what 
costs are considered direct and indirect.  A general discussion of costs follows. 

Allowable and Unallowable Costs 

Allowable costs are those costs that fit the definition for authorized expenditures as stated in 
the applicable cost principles.  Authorized expenditures comprise those expenditures that are: 

 Allocable 

 Reasonable and 
necessary 

 Treated consistently as a 
direct or indirect cost 

 Net of all applicable 
credits 

 Not included as a cost or 
used to meet the 
matching requirement 

 Conforms to limits or 
exclusions on types or 
amounts of costs as 
stated in cost principles, 
federal laws, and terms 
and conditions of grant 

Record time 
spent on 
Federal 
award

[Create timecard for 
reporting period]

[Enter actual time 
worked on Federal 
award(s) by award 
identifying number]

[Route to manager 
for review and 

approval.]

[Review timecard 
and sign .]

[Enter non-worked 
hours such as PTO, 
vacation, sick leave, 

family leave, etc.]

[Manager reviews 
and approves 

timecard and routs 
to payroll office for 

processing.]

[open] 

[open
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An indirect cost is one that is shared with another objective, and that cannot be readily 
identified to the grant award.  For example, the salary of an administrative assistant who does 
work for two separate programs covered under two separate grants would be considered an 
indirect cost.  Or, electric service for the building housing operations for several programs 
would also be an indirect cost.   

Indirect costs are paid by the grant based on the ratio of indirect costs to direct costs.  This ratio 
is either the de minimis indirect cost rate or a rate negotiated by the cognizant federal agency.  
The cognizant federal agency for <Organization> is [Enter organization’s cognizant agency.] 

The de minimis indirect cost rate is a standard 10% of modified total direct costs (MTDC).  This 
rate requires no indirect cost proposal and is available to certain federal award recipients who 
have never received a negotiated indirect cost rate.  The de minimis indirect cost rate can be 
used indefinitely or until such time as the federal award recipient decides to apply for a 
negotiated indirect cost rate. 

 <Organization>’s indirect cost rate is [Enter Indirect Cost Rate ____%.]   

 BUDGETS 

 <Organization> uses <Budgeting System> to track and reconcile the budget.  The SF-424A, 
Budget Information for Nonconstruction Programs and the SF424-C Budget Information for 
Construction Programs categorize costs into eight categories:  personnel, fringe benefits, travel, 
equipment, supplies, contractual, construction, and other.  The <Budgeting system> should 
align with these eight categories for ease in tracking and reconciliation.  Even though the 
federal government has noted these eight categories as comprising a grant award budget, the 
<Organization> must still ensure that costs falling under these categories are allowable 
expenses per the applicable cost principles.  For example, travel costs are an allowable expense 
and appear on the SF-424A/C Budget forms. However, costs for a first-class ticket when coach 
tickets were available may be disallowed as unreasonable 

 COST TRANSFERS 

[If the organization has a cost transfer policy in place, enter it here.  Otherwise, consider 
adopting this policy.] 

Proposed Cost Transfer Policy 

Appropriate transfers include those that: 
 

 Record a change in the use of goods or services under the grant award 
 Correct an error 
 Re-allocate bulk charges billed to a central department for individual projects. 

 


