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January 24, 2019Pre-Solicitation Process

Start

1. Federal 
government 

announces new 
grant

18. State 
government issues 

new grant or 
continuation of 

grant

2. Grants Manager 
fills out application 

online to apply
Approved?

3. Federal 
government sends 
an award package.

4. DCJS point of 
contact for grant

reviews award and
provides input

5. Grants manager
reviews award and

provides input

6. DCJS Director 
reviews award

including special 
conditions and

terms

Agrees to special 
conditions and terms?

7. DCJS Director 
signs and sends back 

to the federal 
government.

Yes

End

No

8. DCJS gets access 
to new grant in the 

Federal Grants 
Management 

System.

9. Sr. Financial 
Analyst assigns a 

new project code in
Cardinal

11. DCJS program 
coordinator creates 

solicitation/grant
announcement.

Yes

No

12. DCJS Program 
coordinator s 

manager reviews 
and recommends 

changes.

13. DCJS Program 
Coordinator's 

division director
reviews and 
recommends 

changes.

14. DCJS Grant s 
manager reviews 
and recommends

changes.

15. DCJS director 
reviews and 
recommends 

changes.

16. DCJS 
Communication and 

Design Center 
Manager reviews 
and recommends 

changes

17. solicitation/grant
announcement

package is posted
online.

Pre-Award 
Process

10. Financial 
Manager and/or 

program 
coordinator 

determines if 
enough funding is 
available and what 

funding stream 
should be used.
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January 24, 2019Pre-Award Process

20. Completed 
applications are 

emailed to a DCJS 
mailbox. 

Pre-
Solicitation 

Process

21. Fiscal Techs 
place applications 
on network drive.

24. Grant monitor 
assigned to grant 

reviews application 
and enters data into 

old GMIS.

23. Fiscal Techs or 
program 

coordinator prints 
face sheet, itemized 
budget, and enters 
application into old 

GMIS budget.

Special 
Conditions?

26. Grants monitor 
enters special 

conditions into old 
GMIS.

22. Gmail sends 
auto reply to 

applicants letting 
them know their 
application was 

received.

19. Administrator  
sets up the new 
grant program in 

GMIS

Yes

27. Grant Monitor 
enters brief project 

description, past 
performance, 

proposed targets, 
and  funding 

recommendations 
into old GMIS

28. Face sheets and 
itemized budgets 
are handed to the  
Financial Manager 

for review.

29. Financial 
manager and 

program 
coordinator/monitor 

makes the 
recommendation 

and records it on the 
facesheet.

30. Fiscal Techs keys 
in budget into GMIS 

based on the 
Financial manager s 
recommendation.

No

32. Fiscal Techs 
generates report for 

sub committee 
(coversheet and 
summary of each 

application)

33. Administrator 
posts reports online 
for the CJSB grant 

subcommittee.

34. CJSB grant 
subcommittee 

reviews report and 
makes a 

recommendation to 
the CJSB.

35. Fiscal Techs 
enters CJSB grant 
subcommittees 

recommendations 
into GMIS and 
generates new 

reports.

36. Administrator 
posts the new 

reports for the CJSB.

37. CJSB reviews 
reports and 

approves/denies 
each application 

based on the grant 
subcommittee 

recommendations.

38. Fiscal techs 
marks each grant 

applications as  
Approved with 
Conditions or 

Denied based on 
CJSB 

recommendations.

Post-Award 
Process

39. Fiscal Tech mails 
the sub grantee an 
award package or 

denial letter

Yes

25. Grant monitor 
conducts a risk 

assessment.  Meets 
with coordinator to 

review 
recommendations 

and special 
conditions.

40. Appeal Process 

JJB (Juvenile 
Justice) grant?

31. ACJJP (Advisory 
Committee for 

Juvenile Justice) 
board reviews and 

makes 
recommendation.

Quorum met?

Yes

No

No
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January 24, 2019Post-Award Process

Pre-Award 
Process

43. Administrator 
set s up GMIS online 

access for sub 
grantee s finance 

officers

44. Sub Grantee s 
finance officers 

gives GMIS online 
access to others at 

their location.

End of Grant?

Closeout

Yes

49. Sr. Accountant 
submits 

administrative costs 
of grant into GPRS 
(Grants Payment 
Request System)

50. The federal or 
state government 
performs random 

audits

51. Financial Manger 
submit the SF425 
form to federal 

government.

46. Grant Monitor 
manages special 
conditions and 
ensure they are 

being met.

All Special 
Conditions 

overwritten or 
Met?

Special 
Conditions?

47. Fiscal Techs 
updates when 

special conditions 
are met in old GMIS.

41. Sub Grantee 
emails signed SOGA 
(statement of grant 

award) to DCJS 
mailbox.

42. Fiscal tech marks 
grant as accepted 
(SOGA received).

Yes

See 
monitor ing 

process

See Request  
Funds Process

No

Done Quarterly
See Finance 

Reports

Yes

45. Sub Grantee 
requests an override 

of a special 
condition.

No
Override 

approved?

48. Grant Monitor 
updates special 

condition as 
overwritten with 

date in GMIS.

No

Yes

No
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January 24, 2019Monitoring Process

52. Sub Grantee 
submits progress 

reports.

53. Grant Monitor
reviews progress 

reports 

59. Grant monitor 
follows up with sub 

grantee with 
recommendations 

and due date.

60. Sub Grantee 
submits 

documentation of 
compliance for 

recommendations.

58. Grant Monitor
performs site visits.

Post-
Award 

Process

Yes

72. Grant monitor continuously assists sub grantees with 
orientation, budget modifications, applications, progress 

reporting, completing special conditions, training new staff,
program management, reporting,  

and other technical assistance.

57. Grant  Monitor 
completes desk 

review for on site
visit.

62. Sub Grantee 
submits a budget
amendment on

GMIS online (must
be done 45 days 

before grant ends).

65. Fiscal tech
reviews, approves 
and updates GMIS

63. Grant monitor is 
notified of budget 

amendment.

64. Grant monitor 
reviews and 

approves

Approved?

54. Grant monitor 
sends email to sub
grantee to revise 

and resubmit 
progress report via 

GMIS.

No

Approved?

Yes

No

55. Grant monitor 
creates risk 

assessment and 
monitoring plan.

NOTE:  monitoring logs are continuously created through the 
entire process.

YesApproved?

67. GMIS will notify 
sub grantee of issue 

and request that 
they re-submit the 

request.

No

69. Sub Grantee 
submits a no cost

extension.

70. Grant monitor 
and grant

management
reviews extension 

request

Approved?
71. End date of

Grant is updated in 
GMIS.

No

Yes

56. Grant monitor 
informs sub grantee 

of upcoming site 
visit.

66. GMIS emails sub
grantee that their

request was 
approved.

68. Grant monitor 
updates GMIS of 

denial with reason.
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January 24, 2019Request Funding Process

73. Sub Grantee 
requests funds

74. Financial 
manager  reviews 
each request in 
GMIS  Vouchers

Approved?

75. Financial 
Manager notifies 

sub grantee of 
issues and asks to 

resubmit.

76. Financial 
Manager approves 

request in GMIS 
Vouchers.

83. Senior
Accountant requests 

federal funds 
in GPRS.

78. Fiscal Techs 
process vouchers 

into Cardinal 

84. VA Department
of Treasury pays sub

grantee.

79.Grants manager 
approves payment 
request in Cardinal

77. Financial 
Manager produces 
batch from GMIS 

Vouchers and 
assigns cardinal 

supplier ID number 
numbers which is 

handed off to fiscal 
techs

85. After 3 days will 
get EDI (Electronic 
Data Interchange) 
notification from 

SunTrust bank.   Sr.
Accountant or 

Financial Manager 
records deposit in 
cardinal (DC batch)

84.Senior 
Accountnat
processes DC 

(Deposit Certificate) 
batch into cardinal.

Post-
Award 

Process

80. Financial 
manager creates 

federal draw down 
schedule in GMIS 

Vouchers

Federal Fund?

No

Yes

No

Yes

82.Grants manager 
approves payment 
request in Cardinal

81. Fiscal Techs 
process vouchers 

into Cardinal 
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January 24, 2019Closeout Process

Post-Award 
Process

93. Fiscal Monitor
DE obligates the 

budget.

Do reported 
expenditures equal 

funds requested 
and paid to sub 

grantee?

88. Fiscal Monitor
emails the sub 

grantee the status of 
their grant using 

mail merge.

102. Sr. Accountant
submits final deposit 

for administrative 
fees.

90. Sub Grantee 
sends in 

overpayment to 
DCJS OR revises 

financial report and 
resubmits in GMIS 

online.

Sub grantee 
receives more 

than they 
expended?

Does  DCJS have 
cash on hand?

92. Fiscal Monitor
reconciles funds.

Federal Grant?

100. Funds are Re-
appropriated.

97. DCJS sends 
unused money back 

to the federal 
government.

95. DCJS requests 
final draw from the

federal government.

94. Sr. Accountant
reconciles between 
cardinal and GMIS 
AND cardinal and 

GPRS.

98. Financial 
Manager files a final 
SF425 form with the 
federal government.

End

No

Yes

No Yes

96. Funds are keyed
into cardinal under 
the proper project

code by Sr. 
Accountant.

Federal Grant?

Yes

No

85. The end of grant
period arrives

86. Sub grantee 
must liquidate all

obligations incurred
within 45 days.

Sub grantee 
requested less than 

they reported as 
expended?

91. Sub grantee 
submits request for 

funds OR revises 
financial report and 
resubmits in GMIS 

online.

No

Yes

No

Yes

YesNo

87. Sub Grantee may 
mark financial  report 

as  Final ?

89. Fiscal Manager
enters returned 

funds into Old GMIS

99. Budget
Manager sends 
request to the 
Department of 

Planning and Budget 
to re-appropriate 

funds.

YesApproved?

101. Funds are sent 
back to the general

assembly.

No



Page 7

January 24, 2019Finance Reporting Process

Post-
Award 

Process

103. Sub grantee 
submits their

finance report via 
GMIS online.

104. GMIS sends the
sub grantee's 

finance officer an 
email stating to 
approve report.

105. Sub grantee 
finance officer 

approves report.

Done Quarterly

106. Finance report 
is marked as 

approved in GMIS.



Key:

Grants Manager = Albert Stokes

DCJS Director = Shannon Dion

Sr. Accountant = Nicole Krol

Finance Manager = William Dodd & Mark Fero

Program Coordinator - Julia Fuller-Wilson, Patricia Foster,  Andi Martin, Jennifer Kline, Tricia Everetts, Melissa O'Neill, Paula Harpster, Ed  Holmes, and Andy Warriner

Grants Monitor – Michelle Miles, Amia Barrows, Dione Bassett, Andrew Kinch, Tierra Smith, Paula Harpster, Ken Rose, Aja Ferguson, Andy Warriner, and Leslie Egen

Grants Monitor Manager - Kristina Vadas and Andy Warriner

Program coordinators Manager

Program Coordinators Division Director - Tom Fitzpatrick

Communications and Design Center Manager – Marsha Dietz

Administrator – Deandrea Williams

Fiscal Tech – Virginia Sneed and Beverly Johnson

Fiscal Monitor Manager – Andy Wooldridge

Financial Analyst – Connie Fisher 

CJSB – Criminal Justice Security Board

SOGA – Statement of Grant Award

GPRS -  Federal Grants Payment Request System

OLD GMIS – Grants Management Information System access databases

GMIS Online – Grants Management Information System external website

GMIS Vouchers – Grants Management Information System access database

DC Batch – Deposit Certificate Batch

EDI – Electronic Data Interchange

Cardinal – State Accounting System

ACJJP – Advisory Committee for Juvenile Justice

Finance Director-Monica Darden

Budget Manager-Linda Jafari
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