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This procedure is the second step in the grants management process. Related information is contained in the Division of Public Health’s (DPH) Grants Management policy and in procedures for Applying for a Grant, Implementing a Grant, Managing a Grant, and Closing Out a Grant.
Preparing to Receive a Grant
The Grant Manager may have some indication that the grant project will be funded as measured by North Carolina’s readiness for the project, a less competitive process, source of funding, etc.  See attached graphic to determine actions to be taken based on your level of confidence in receiving the funding.  

Should the Grant Manager anticipate the application will be selected for funding, the following are steps the Grant Manager can take prior to notification by the funding agency to assure a successful start of the grant project.  These steps should be completed prior to receipt of the Notice of Grant Award (NGA). 

1.
Preparation of the grant budget 

Meet with the assigned DPH Budget Officer to complete a cross-walk between the grant budget and the North Carolina Accounting System Chart of Accounts.  The DPH Budget Officer can draft a 606 budget revision in anticipation of receipt of the NGA. 

2.
Establishing positions 

Develop formal position descriptions for new positions and meet with the DPH Human Resources (HR) Office to approve classification and pay grade, establish positions in BEACON, and draft a posting notification.

3.
Procuring office space, furniture and IT-related equipment

Meet with the Branch/Section Operations Manager to request space and office furnishings.  Desktop/laptop computers and printers must be ordered on the state Information Technology (IT) bulk purchase schedule.  DPH IT can assist with price quotes and developing E-Procurement requests.
4.
Developing contracts related to grant deliverables

Most contracts will be initiated through a Request for Application (RFA) process, with the exception of a few sole source contracts, to select a vendor(s) for contracts related to grant deliverables.  RFAs/sole source contracts can be developed, reviewed by COE, and approved by the DPH Contracts Office prior to receipt of NGA. However, final approval by the DPH Budget Office after receipt of the NGA will be required before the RFAs (or sole source contracts) can be released.  

Contract dates should align with the grant budget period.
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