Grant File Audit Checklist
Instructions:  Follow the procedure detailed below for federal, state, and local grants - including private donations.
[bookmark: _Hlk133838836]Please clearly file and label the following on the OneDrive, shared with the Grants Management Specialist as follows:
>Use the ‘Grants’ Team Site.  This is required, as the file needs to be maintained/retained beyond any one person’s employment.  This way, responsibility for maintaining the file can be easily updated and transferred.  Here’s the direct links to your team site folder:







· Public Health - Grants
· Airport -Grants
[image: ​Folder icon]Children’s Center - Grants
[image: ​Folder icon] Adult Treatment Court - Grants
[image: ​Folder icon] Juvenile & Family Treatment Court - Grants
[image: ​Folder icon] Commissioner’s Grants
[image: ​Folder icon] Emergency Management - Grants
[image: ​Folder icon] Road and Bridge - Grants
[image: ​Folder icon] Sheriff’s Department - Grants
[image: ​Folder icon] Public Works -  Grants

[bookmark: _Hlk133846261]>Save shortcut to your OneDrive for easy access
> In the department folder, create a sub-folder for each grant award/contract 
>In each grant sub-folder, create subfolders labeled in an easy-to-find way per bullet point below or checklist item below
>Email the Grants Management Specialist if you need access granted to another person in a department (access is restricted by department)

Upload documents as applicable:
Please be careful to upload only final copies, not copies that have since been amended or are missing required signatures.
Pre-Award & Award:
☐Grant Application with attachments
	☐Campbell County approval
☐Award letter
Post-Award – Implementation:
☐Fully executed contracts with attachments
	☐Campbell County approval
☐Fully executed amendments to contracts with attachments
	☐Campbell County approval
☐Requests for Reimbursement (RFR) 
☐Upload each final version RFR in one PDF or document vs one with many attachments (please combine into one document)
☐Any receipts a department has for reimbursement or award revenue to Campbell County (corresponding with filed RFRs)
☐Procurement records (bid advertisement, received bids, change order documentation, approvals, vendor contracts, sole source approvals, etc…)
☐Any required prior approval items from the funding agency
☐Required Campbell County approvals per Purchasing/Procurement Policy & Procedures
☐Approvals to changes in your budget required by the funding agency (line item transfer forms, approval letters, etc…)
☐Match reports required by the funding agency
☐Performance reports required by the funding agency (not just the financials, the progress of the grant/grant services included in your statement of work – could be monthly, quarterly, annual, etc…)
☐ Service based grants should have participant eligibility, service records, and other related 	documentation available in a secure, locked, fire-proof cabinet or comparable storage location.  	This will not go in the shared file.  
☐Travel authorizations for grant funded travel
☐Time and effort logs that go with reimbursement requests if not already included

☐ Any departmental policies and procedures for grant implementation or employee handbooks

Closeout:
☐Final financial disposition
☐All closeout documents required by funding agency
☐Final performance reports and any other required documents
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