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This diagram outlines the folder 
structure used for both grant 
acquisition and grant management.

Grant File Folder Structure
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01_Pre-
award

This folder 
contains all 
documents 
relating to 
grant 
acquisition

Application
This folder contains all 
components of the 
application – narrative, 
supplemental materials, 
letters of support, etc.

Budget
This folder contains 
the budget submitted 
in the application 
along with 
supporting 
documents used to 
arrive at budget 
amounts.

Internal 
Approvals

This folder contains 
all internal approvals 
relating to the 
application.

NOFO
This folder contains 
the Notice of Funding 
Opportunity from the 
Federal Register or 
grants.gov along with 
any FAQs, important 
dates or other 
information provided 
by the funding 
agency.

SPOC
This folder contains 
correspondence and 
review by the Single 
Point of Contact – 
Intergovernmental 
Review.
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02_Award
This folder 
represents all 
information about 
the federal award.

Approved 
Budget
The final approved 
budget.

Award 
Conditions

Any and all award 
conditions.

Award 
Summary

This folder contains 
the Grant Summary  
doc, prepared by 
the project 
manager.

Federal 
Award Notice

GAN and/or

FAIN

Federal 
Contacts

Federal Agency 
contact 
information, 
including 
reporting sites 
and frequently 
accessed sites.

Period of 
Performance

Period of 
Performance, 
including 
conditions for 
multi-year awards
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03_Post Award

This folder contains 
documents related to 
all activities to meet 
the deliverables in the 
grant application.

Applications - 
RFPs

This folder 
contains 
applications 
for 
subawards, 
RFPs, scoring 
sheets. Users 
may want to 
create 
subfolders.

Closeout

This folder 
contains the 
final 
program  
and financial 
reports. 
Prroperty 
and 
equipment 
disposition 
and 
closeout 
letter.

Contracts

This folder 
contains sub 
folders  for all 
contracts. 
See slide 5.

Correspondence

This folder 
contains 
corresponden
ce with the 
federal 
agency.

Financials 

This  folder 
contains all 
financials, 
including 
budget to 
actual 
tracking, 
budget 
adjustments, 
BARS, SHARE 
financial 
reports.

Personnel

This folder 
contains  the 
list of agency 
staff funded 
by this grant. 
It includes

PARS, time 
certifications 
of agency 
staff

Reporting

This folder 
contains 
copies of 
reports sent 
to the federal 
agency. If 
quarterly 
reporting is 
required, 
consider 
adding 
subfolders for 
reporting 
period.

Subawards

This folder 
contains sub 
folders for all 
subawards. 
(See slide 6)
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Contracts

This folder contains all documents relating 
to all executed contracts and purchase 
orders.

<<Contractor_#1>>

Edit the folder name to reflect the contractor 
name. A copy of the executed contract and 
purchase order should be place in this folder.

Financials

This folder contains all financials received 
from the contractor including invoices and 

payments.

Reports

This folder contains documents relating to 
tracking  deliverables within the contract.
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Sub awards

This folder 
contains sub 
award subfolders

<<Sub recipient_#1>>

Edit folder 
name to name 
of entity.

Agreement

This folder 
contains a 
copy of the 
signed 
agreement 
and any 
amendments.

Audit

This folder 
contains 
copies of 
the 
subrecipien
ts’ yearly 
audits. 

Budget

This folder 
contains the 
subrecipient’s 
budget. It may  
the budget that 
was submitted 
in the 
application by 
the 
subrecipient.

Mo nitorin g

This folder contains 
subfolders of the 
subrecipient 
monitoring.

Co rrective Action 
Plans

This folder 
contains any  
notices of 
non-
compliance 
and 
corrective 
action plans. 

Desk Reviews

This folder 
contains 
desk 
reviews. If 
multiple 
desk reviews 
will be 
completed, 
add dated 
subfolders.

Site Visits

This folder 
contains 
reports, 
photos, and 
other 
documentation 
from site visits. 
Consider 
creating a ppt 
template 
subrecipients 
update prior to 
the site visit.

Reports

This folder contains 
subfolders of the 
subrecipients’ 
reporting. The 
frequency should be 
included in the 
agreement.

Financial

This folder 
contains all 
financial 
reporting by 
the sub-
recipient. It 
should also 
contain T & E 
reports. 

Perfor man ce

This folder 
contains all 
performance 
reports 
provided by 
the 
subrecipient.

Risk Assessment

This folder 
contains the 
risk 
assessment, 
which is 
done PRIOR 
to issuing 
the 
agreement.
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