
13. Sign Acceptance form, 
complete financial tasks 
and final budget in GMS 
and submit for approval
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5. 
Approved or 
Declined?

8. Complete Award 
Acceptance and mark 

ready to send

Approved

Declined

6. Trigger Decline 
Notificaton

6a. Receive 
Declination notification 

To 
Reporting

generally 
individual emails
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2. Changes required 

Yes

No

10. Receive Award Email

15. Receive notification

9. Submit requisition in 
GEARS for each grant

22. Changes Required? Yes
23. Add notes in GMS 

and return

25. Receive change 
requirements

29. Sign and approve

34. PO created in 
gears, enter PO number 

into GMS and Award 
Letters to GEARS

1. Check standard 
Award Acceptance 

documents

3. Make 
adjustments

 to award 
acceptance 
documents

7. Prepare award 
acceptance documents

18. 
Review Award 
Acceptance 
documents / 

Summary

26. Make changes in 
GMS and submit

16. Approve or 
Adjust

 submissions

31. Receive notice 32. Review Grant 
Summary/Agreements 

and Sign 

36b.  Receive 
Agreement/terms/ 

reporting instructions

G
M

S

4. Update 
templates in 

GMS

To Review

Document Templates

From 
Review

Draft Award Documents

Documents are 
generated in 

system, can edit in 
system.

8a. Trigger Award 
Email

Report with required 
GEARS information

Report that can be 
used to make it 
easier to enter 
data into FMS

System will take 
user through 
Acceptance 

process. Alternate 
Disbursement 

option only given 
to non-profits

11. Log into GMS

12a. Award 
Acceptance Workflow 

With Alternate 
Disbursement form

12. 
Alternate Disbursement 

Available?

Yes

12b. Award 
Acceptance Workflow 

No

14. Trigger Submission 
Email/Update Status

17. Trigger Notice to 
procurement

19. Trigger Notice to 
Legal  

System generates 
summary in GMS 
in place of cover 

page (would like to 
be able to export 

as PDF)

24. Trigger Notice of 
Changes required 30. Trigger Notice to 

Office of SCA

Send notification to SCA 
in batches (when x 

number are approved 
send notification to 

review)

33. Trigger Notice to 
Procurement

35. Trigger email with 
executed agreement, 

grant terms and 
instructions

27. Trigger Notice to 
Legal 

36a.  Receive cc 
Agreement/terms/ 

reporting instructions

users would like to be 
able to control email 

frequency/notifications. 

20. Senior Administrative 
Aid assigns stage 1 and 2 

reviewers to grant
21. Legal team reviews

28. Trigger Notice to 
Legal Final Review

No

Possibly docusign. 
Otherwise would print 

and sign with 
procurement uploading 

to GMS

Grantees draw down 
against the purchase 

order, which will 
appear on the invoice. 

Pipe Grant Award 
Number into the PO 

number field on grant, 
editable at this stage.

Grant Award Number 
entered by program at 

this point (unique 
identifier)

Changes Required
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