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Preparing for a Successful Preparing for a Successful p gp g

AuditAudit
Conducting An InConducting An In--House Audit of House Audit of 

Grant Program FilesGrant Program Filesgg



PurposePurposePurposePurpose

An inAn in--house audit of grant program files priorhouse audit of grant program files priorAn inAn in--house audit of grant program files prior house audit of grant program files prior 
to an outside audit will properly prepare your to an outside audit will properly prepare your 
organization by assisting you in finding anyorganization by assisting you in finding anyorganization by assisting you in finding any organization by assisting you in finding any 
problematic issues and implementing problematic issues and implementing 
corrective action ahead of time keeps youcorrective action ahead of time keeps youcorrective action ahead of time, keeps you corrective action ahead of time, keeps you 
organized and at ease during the audit process, organized and at ease during the audit process, 
and helps you with the upkeep of grantand helps you with the upkeep of grantand helps you with the upkeep of grant and helps you with the upkeep of grant 
program files.program files.



Getting StartedGetting StartedGetting StartedGetting Started

In order to get started create an accurateIn order to get started create an accurateIn order to get started, create an accurate In order to get started, create an accurate 
listing of all funded programs your listing of all funded programs your 
organization currently has as well as thoseorganization currently has as well as thoseorganization currently has as well as those organization currently has as well as those 
programs which have closed in the last year.  programs which have closed in the last year.  



Listing of Funded ProgramsListing of Funded ProgramsListing of Funded ProgramsListing of Funded Programs

Program NameProgram Name Type of ReportingType of ReportingProgram NameProgram Name
Name of Agency Name of Agency 
Providing FundingProviding Funding

Type of Reporting Type of Reporting 
Documents RequiredDocuments Required
Awarding Agency Awarding Agency g gg g

Award AmountAward Amount
Award DateAward Date

g g yg g y
Contact PersonContact Person
InIn--House Contact House Contact Award DateAward Date

Grant Award End DateGrant Award End Date
Reporting ScheduleReporting Schedule

PersonPerson

Reporting ScheduleReporting Schedule



Reviewing Program FilesReviewing Program FilesReviewing Program FilesReviewing Program Files

Each file folder (electronic or hardcopy)Each file folder (electronic or hardcopy)Each file folder (electronic or hardcopy) Each file folder (electronic or hardcopy) 
should have a consistent pattern in regards to should have a consistent pattern in regards to 
the type of documentation stored by thethe type of documentation stored by thethe type of documentation stored by the the type of documentation stored by the 
organization.  organization.  



Program FilesProgram FilesProgram FilesProgram Files
Award LetterAward Letter Copies of financial reports Copies of financial reports 
Award Award 
Instructions/GuidelinesInstructions/Guidelines

p pp p
submitted to the awarding submitted to the awarding 
agencyagency
E D t tiE D t tiAward Financial or Award Financial or 

Reimbursement InformationReimbursement Information
Original awarded proposalOriginal awarded proposal

Expense DocumentationExpense Documentation
Copies of programmatic Copies of programmatic 
reports submitted to the reports submitted to the Original awarded proposal Original awarded proposal 

submitted for fundingsubmitted for funding
Modification made by the Modification made by the 

epo ts sub tted to t eepo ts sub tted to t e
awarding agencyawarding agency
Modifications requested by Modifications requested by 

i ii iawarding agencyawarding agency
Reporting ScheduleReporting Schedule

your organizationyour organization
Correspondence with Correspondence with 
awarding agencyawarding agencyawarding agencyawarding agency



Auditing ProcessAuditing ProcessAuditing ProcessAuditing Process

Review each file folder to verify that allReview each file folder to verify that allReview each file folder to verify that all Review each file folder to verify that all 
documents are accounted for;documents are accounted for;
Review documents to ensure that all awardReview documents to ensure that all awardReview documents to ensure that all award Review documents to ensure that all award 
documents have been signed and dated by the documents have been signed and dated by the 
proper officials (awarding agency and funded proper officials (awarding agency and funded p p ( g g yp p ( g g y
agency officials);agency officials);
Review the awarding agency program Review the awarding agency program g g y p gg g y p g
instructions and guidelines to ensure your instructions and guidelines to ensure your 
organization has stayed in compliance;organization has stayed in compliance;



Auditing ProcessAuditing ProcessAuditing ProcessAuditing Process

Examine program goals and timelines to see ifExamine program goals and timelines to see ifExamine program goals and timelines to see if Examine program goals and timelines to see if 
your organization is currently on track, based your organization is currently on track, based 
on the information submitted in the original on the information submitted in the original gg
proposal;  proposal;  
Review the budget to see if you are currently Review the budget to see if you are currently g y yg y y
over budget or under budget;over budget or under budget;
Examine the current filing process to see if it is Examine the current filing process to see if it is g pg p
meeting the needs of your organization;meeting the needs of your organization;
Document your inDocument your in--house audit procedures;house audit procedures;yy pp



FollowFollow--upupFollowFollow upup
Work with inWork with in--house program contacts (program house program contacts (program p g (p gp g (p g
officer or director of programs) to locate any missing officer or director of programs) to locate any missing 
documents or to retrieve appropriate signatures;documents or to retrieve appropriate signatures;

i di i i di di i i dDiscuss awarding agency program instructions and Discuss awarding agency program instructions and 
guidelines with inguidelines with in--house program contact;house program contact;
Review program goals and budget with the inReview program goals and budget with the in househouseReview program goals and budget with the inReview program goals and budget with the in--house house 
program contact and finance officer;program contact and finance officer;
Review the filing process with the inReview the filing process with the in--house contact house contact ev ew e g p ocess w eev ew e g p ocess w e ouse co couse co c
person and people who are responsible for filing all person and people who are responsible for filing all 
program award documents;program award documents;



Audit ReadinessAudit ReadinessAudit ReadinessAudit Readiness

Organized FilesOrganized FilesOrganized FilesOrganized Files
Documentation for ExpensesDocumentation for Expenses
A i A lA i A lAppropriate ApprovalsAppropriate Approvals
Audit Trails (i.e. documentation)Audit Trails (i.e. documentation)
Knowledge of policies and regulationsKnowledge of policies and regulations
If it’s not documented it didn’t happenIf it’s not documented it didn’t happenIf it s not documented, it didn t happen…If it s not documented, it didn t happen…

Audit Readiness from Practical Tips for Grant Compliance Audit Readiness from Practical Tips for Grant Compliance 
KPMG LLPKPMG LLP



QuestionsQuestionsQuestionsQuestions


