
RA & FA monitor day-to-
day transactions in 
BearBuy to confirm 
funding availability 

and allowability

If no-cost extensions are 
needed RA will coordinate 

w/PM on justification 
documentation

FA will coordinate 
w/PM on close-out 

strategy

FA & RA will prepare 
expense transfers/

adjustments

Final Reports due 
to sponsor.

Submitted to SPO 
5 days before deadline

RA coordinates with PM 
to address questions/
concerns from SPO

RA receives notice of 
award from SPO

RA notifies Marguerite 
and PM of award 

approval

RA uploads budget in BFS 
and notifies PM and FA 

when spending can begin. 
(RA provides fund #)

PM and/or RA obtain 
info from sub 

recipient and RA will 
submit to SPO.

Monthly updates on 
awards provided 

by RA and FA

PM coordinates w/RA, FA, 
and Marguerite for 

reports due to sponsor, 
30 days prior to due date

Approval from 
Exec. Director to 

proceed?

Funding Source 
Identified

End

Marguerite Judson 
validates funding source

Timelines established 
with RA

RA, PM, & FA develop 
budget. PM develops 

scope of work.

RA & PM prepare 
necessary documentation 

and secure needed 
approvals by established 

deadlines
No

Yes
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