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Federal Programs and Special Projects Grant Flowchart

Notifies Executive Director of 
Federal Programs and Special 
Projects and the Lead Budget 

Analyst of the award

Works with Team Finance to create 
a project code, set up needed 

accounts, assign a budget analyst 
to the project, adds grant to master 

list, and identifies project terms

When accounts are set 
up, alerts Grantee that 

funds are ready to spend

Requisitions for materials and services 
as outlined in the grant budget through 
MUNIS for granted materials (Federal 
Programs and Special Projects Team 

can assist if needed)

Materials arrive and 
are inventoried per 

district policy

Claims invoices 
against grant

Completes any 
needed grant reports 
with assistance from 
the federal programs 

office as needed

Grant concludes 
and budget analyst 
closes all accounts

Conducts grant close 
out review meeting if 

needed
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