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[bookmark: _Toc225934243]PURPOSE

The New Mexico Grants Management Guide provides a uniform framework for state agencies to oversee grants, ensuring compliance, accountability, and effective use of public funds. It helps agencies adhere to federal laws, regulations, award conditions, as well as New Mexico statutes, administrative rules, and financial policies statewide. The Guide encourages fiscal responsibility, proper stewardship of public resources, alignment with legislative goals and appropriations, and the achievement of program outcomes with measurable results. It also highlights the importance of audit readiness through clear documentation, ethical procurement, contract management, and risk-based oversight of subrecipients and contractors. Moreover, it synchronizes grant practices with the New Mexico Monitoring and Accountability Plan for Agencies (NM MAPS) to enhance internal controls and promote responsible oversight of both state and federal funding.

This Guide reflects alignment with:
· 2 C.F.R. Part 200 – Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards
· Federal program-specific regulations and award terms
· New Mexico Procurement Code (Sections 13-1-28 to 13-1-199 NMSA 1978)
· New Mexico Administrative Code (including, but not limited to, NMAC Rule 1.4, 2.2.2, and 2.20.1)
· State Audit Act
· Public Records Act
· General Appropriations Act
· DFA Financial Control Division policies
· SHARE system requirements
· NM MAPS internal control and risk management standards

A comprehensive crosswalk of relevant federal and New Mexico statutory, regulatory, and policy authorities is included in Appendix A – Regulatory Crosswalk, which is incorporated by reference into this Guide. Useful links and references are provided at the end of this document, see Appendix B.

[bookmark: _Toc225934244]GOVERNANCE & INTERNAL CONTROL FRAMEWORK

Effective grant management needs a documented governance framework that defines authority, accountability, and separation of duties.

Agencies shall maintain:
· A Grant Manager designated for managing the entire lifecycle.
· Fiscal oversight consistent with 2.2.2 NMAC and MAPs
· Procurement oversight aligned with the Procurement Code and NMAC Rule 1.4 
· Program oversight responsible for executing the scope of work.
· Compliance oversight to maintain audit readiness
· Segregation of duties aligned with NM MAPS and COSO internal control standards
· Internal controls consistent with 2 CFR §200.303

NM MAPS further requires:
· Documented enterprise risk management processes
· Annual risk assessments
· Monitoring and corrective action tracking
· Management review documentation

Internal controls should be proportionate to the complexity, size, and risk level of the grant portfolio.
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New Mexico adopts a full lifecycle approach to grant management:
1. Pre-Award Planning
2. Application Development
3. Award Acceptance and Setup
4. Procurement and Contract Management
5. Financial Management
6. Programmatic Management
7. Compliance and Risk Management
8. Reporting
9. Grant Modifications
10. Audit and Monitoring
11. Closeout
12. Post-Closeout and Records Retention
13. Continuous Improvement

Each phase is overseen by both federal and state authorities, where applicable.

[bookmark: _Toc225934246]PRE-AWARD PLANNING

Before applying for or accepting grant funding, agencies should assess whether the opportunity aligns with their statutory authority, organizational mission, and operational capacity. A thorough pre-award evaluation helps determine if the agency is legally permitted and sufficiently prepared to carry out the proposed project. This review should verify that the funding opportunity is consistent with the agency’s statutory authority, legislative intent, and any relevant appropriations language related to the use of funds.

Agencies must also evaluate their programmatic and fiscal capacity to manage the award effectively. This includes determining whether there are enough staff expertise, operational systems, and administrative resources to implement the project, meet performance standards, and comply with financial and reporting requirements. The assessment should also consider the long-term sustainability of the funded activity and examine potential compliance risks, including regulatory requirements, reporting obligations, procurement rules, and audit considerations related to the award.

To promote transparency and accountability, agencies should implement a structured file management system for all pre-award review documentation. A standardized electronic folder hierarchy should be established in a secure, centralized location to organize essential materials such as the funding announcement, statutory authority review, internal approvals, program capacity assessments, risk analyses, draft application documents, and related correspondence. Keeping well-organized pre-award files helps create a clear audit trail and shows that the agency performed proper due diligence before pursuing or accepting grant funding. 

For federal grant opportunities, agencies need to complete all necessary federal registrations and establish system access before applying for funding. This includes maintaining an active, up-to-date registration in SAM.gov, which is essential for receiving federal awards and must be renewed yearly. Agencies should also create and keep an organizational profile in Grants.gov to find funding opportunities and submit applications. Within Grants.gov, they must appoint at least one Authorized Organization Representative (AOR) responsible for submitting applications on behalf of the organization. To enhance risk management and ensure continuity, it is recommended that agencies assign a backup AOR if the primary is unavailable. Proper registration, role management, and access controls are vital for effective pre-award planning and can help prevent application delays or loss of eligibility for federal funding.

BEST PRACTICE - Establishing a clear electronic folder structure is the first step toward staying compliant, audit-ready, and in control of your grant.​


Agency‑specific internal Policy and procedures for submitting applications. (placeholder section)
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Identifying funding opportunities is the first step in the grant lifecycle and involves actively monitoring and assessing potential sources of funding that align with an agency’s mission, statutory authority, and program priorities. Funding opportunities may come from various sources, including federal Notices of Funding Opportunity (NOFOs), Assistance Listings published on SAM.gov, federal agency guidance, state legislative appropriations, capital outlay language, special appropriations, interagency transfers, and private foundations or philanthropic organizations. Agencies should establish processes to regularly review and evaluate these opportunities to determine eligibility, funding requirements, timelines, and how well they match program goals. Detecting funding opportunities early allows agencies to plan strategically, coordinate with leadership and stakeholders, and ensure preparedness to pursue funding that supports program outcomes and legislative intent. 

Agency‑specific procedures for identifying and tracking funding opportunities and conflicts of interest policy. (placeholder section)

[bookmark: _Toc225934248]Types of federal funding

Block Grant
Block grants are a major type of federal aid that combine several specific programs into flexible funding sources. They typically merge multiple categorical programs into federal payments to state or local governments for broad purposes like health, education, or law enforcement. The funds must be used for programs within those general areas, but the decision on how to spend them rests with state or local officials.

Categorical Grant
Categorical grants provide federal funding for specific, narrowly defined purposes with detailed federal requirements and oversight. They are targeted towards public or private agencies for research, statistics, discretionary activities, technical assistance, special emphasis projects, training, concentration of Federal effort, or other direct Federal aid in the form of grants. These grants are distinguishable by their specificity and the federal government's significant role in setting program parameters. For example, Medicaid functions as a categorical grant program where states receive federal matching funds to offer medical assistance to eligible populations, but they must adhere to detailed federal requirements concerning eligibility, benefits, and program management. 

Formula Grant
Formula grants distribute federal funds to eligible recipients based on predetermined statutory formulas that use objective data or statistical estimates. "Formula" means "any prescribed method employing objective data or statistical estimates for making individual determinations among recipients of Federal funds, either in terms of eligibility or actual funding allocations, that can be written in the form of either-- (A) a closed mathematical statement; or (B) an iterative procedure or algorithm which can be written as a computer program; and from which the results can be objectively replicated, within reasonable limits due to rounding error, through independent application of such statement, procedures, or algorithm, by different qualified individuals. Formula grants provide predictable funding streams because allocation amounts are determined by statutory formulas rather than competitive processes or agency discretion. Many block grants operate through formula mechanisms, such as the Community Development Block Grant program, which uses formulas based on factors like population, housing conditions, and poverty levels to determine allocations to metropolitan cities and urban counties. 

Project and Competitive Grants
Project grants and competitive grants are merit-based funding methods in which federal agencies distribute funds through competitive processes to support particular research, demonstration, or service initiatives. The law stipulates that grant recipients must satisfy specific eligibility requirements, and applications are subject to the agency's merit-based competitive process.

Direct Payments for Specified Use and With Unrestricted Use
These payments provide financial assistance directly to individuals, private companies, and other organizations to encourage or support particular activities. Typically, this funding depends on the recipient meeting certain performance conditions. Examples include tax credits, rent payments, and scholarships.

Direct payments or unrestricted use funding offer direct financial support to beneficiaries who meet eligibility criteria and do not face restrictions on how the funds are spent. Examples of this support include retirement, pension payments, and compensatory programs. Funding sources include: State and Local Fiscal Recovery Funds (SLFRF), Local Assistance and Tribal Consistency Fund (LATCF), and Secure Rural Schools Title I Payments.
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Applications should provide a clear and complete description of the proposed program. This includes outlining the program’s goals and identifying the target population or intended beneficiaries. The application should also describe the expected outcomes and specific deliverables resulting from the program’s implementation. Additionally, applicants must include a detailed implementation timeline showing how activities will be carried out over the course of the project. A comprehensive budget, along with a clear cost justification, should explain how funds will be allocated and why each expense is necessary. Gather demographics, statistics, reports, and letters to support the project. Address all relevant compliance requirements to ensure the program adheres to applicable regulations and standards. Review and understand the scoring criteria and evaluation process and use these criteria to guide which parts of the application to emphasize. 

[bookmark: _Toc225934250]Program Design

Program plans should include a clear and detailed outline of how the proposed project will be executed. This includes setting well-defined objectives and identifying measurable performance indicators to evaluate progress and effectiveness. Plans should also describe the activities to be carried out, ensuring they are either evidence-based or authorized by law. Additionally, the program plan must specify the deliverables and key milestones that will indicate progress throughout the project. Applicants should provide a realistic implementation timeline showing when major activities and milestones are expected to occur. Finally, the plan should outline a staffing structure that explains how personnel will be assigned and managed to ensure successful project completion.

Federal performance requirements are governed by §200.301. State-funded programs must align with legislative performance measures and budget authority.

[bookmark: _Toc225934251]Budget Development

Grant budgets must adhere to applicable federal cost principles and state financial management requirements. All proposed costs should be necessary for the successful project implementation, reasonable relative to market value and project scope, allocable to grant activities, and consistently applied according to the organization’s established accounting practices. Additionally, all expenditures must be made within the approved period of performance specified in the grant agreement.

A well-developed grant budget should clearly show how financial resources support the program's objectives and activities. Budget line items need to align directly with the proposed work plan, deliverables, and implementation schedule. Each cost category should include a detailed budget justification explaining the purpose of each expense, how the amount was determined, and how it helps achieve the program’s intended outcomes.

Grant writers must also ensure that budgets comply with applicable state financial coding and reporting requirements. Budget categories and expenditures should align with the SHARE chart of accounts, and the 2.2.2 NMAC expenditure categories that govern state financial transactions. Additionally, all proposed costs must be consistent with the appropriation language authorizing the funding to ensure expenditures are legally permissible and align with legislative intent.

Applicants should also consider the administrative and operational resources needed to manage the grant effectively. This includes sufficient funding for grant management and administrative oversight, whether these tasks will be performed by existing agency staff or through contracted grant management services. Proper grant administration ensures compliance with reporting requirements, fiscal monitoring, and tracking program performance throughout the award’s duration.

Budget planning should also include indirect costs, which are shared organizational expenses supporting program implementation but cannot be directly linked to a single project. Applicants should use their federally negotiated indirect cost rate if available or follow relevant guidelines for the de minimis indirect cost rate or other approved methods.

Additional considerations for budget development include making sure personnel costs match the effort needed for project activities, checking that equipment, contractual services, and other direct costs are allowed under the grant, and ensuring adherence to procurement, financial management, and reporting standards. A well-organized and compliant budget boosts the application's credibility and helps ensure good financial management throughout the grant period.

[bookmark: _Toc225934252]Indirect Cost

There are two ways to allocate expenditures to a grant: as a direct cost or an indirect cost (IDC). An IDC is charged using an indirect cost rate, which must be established. According to 2 CFR 200.412, there is no universal rule for classifying specific costs as either direct or indirect. Note that rules for different non-federal entities vary and should be checked within 2 CFR 200 appendices. The guidelines referenced in this manual align with 2 CFR 200 Appendices V, VI, and VII for state and local governments.

An indirect cost rate is established through a federally approved indirect cost rate proposal and supporting documentation submitted by a state agency. Uniform Guidance (UG) allows any non-federal entity that has not yet received a negotiated indirect cost rate to choose to charge a de minimis rate of 15 percent of modified total direct costs (MTDC), which can be used indefinitely. TIP: Use the Modified Total Direct Cost - Indirect Cost Worksheet Rev 2026.01.14 to calculate indirect cost amounts on allowable direct costs.
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U.S. Executive Order 12372 (EO 12372) was issued to promote intergovernmental partnerships and strengthen federalism by relying on state and local processes for coordinating and reviewing proposed federal financial assistance for direct development. This order allows each state to designate an entity to carry out this function. Most federal grant opportunity announcements will mention the states and territories managing this program as the single point of contact (SPOC).

The Federal Grants Bureau (FGB) is designated as New Mexico’s single point of contact (SPOC) for compliance with EO 12373. The NM Federal Funds Clearinghouse serves as a central hub for reviewing and managing applications for federal grants that require state-level review. The NM Federal Funds Clearinghouse also facilitates communication between federal agencies, state agencies, and local entities regarding grant-funded projects. Any federal funding opportunities referencing Single Point of Contact, SPOC, EO 12372, or the Intergovernmental Review Process will be reviewed through the NM Federal Funds Clearinghouse. 
TIP: The Federal Grants Bureau will review and provide feedback on any application, including those that are NOT subject to Intergovernmental Review. Submit to FGB well advance of application closing date.
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Award acceptance begins when the Notice of Award (NOA) for federal grants and <<state>> is received. Once all parties have signed the award, the federal award is considered fully executed. After receiving a grant award, agencies should create and maintain a grant summary document that consolidates essential information about the award in one location. This document serves as a quick reference for both program and fiscal staff responsible for managing the grant. At a minimum, the summary should include key funding details such as the funding opportunity title, awarding agency or sub-agency, Assistance Listing (CFDA) number or applicable bill number, funding opportunity number, program purpose, authorizing statute, and the type of funding provided. Including this information helps staff quickly identify the funding source, understand the legal authority for the program, and refer to the governing framework when questions arise during implementation.

The grant summary should also detail the administrative and financial aspects of the award, including the performance period, total funding amount, any required match, and acceptable match sources. A high-level overview of the approved budget should be included, organized by budget category or relevant financial codes used for tracking expenses. The document should also outline the approved scope of work, key deliverables, and major program activities. Providing this information helps program staff monitor implementation progress while enabling fiscal staff to oversee spending timelines and ensure expenditures align with the approved budget and funding restrictions.

Additionally, the summary should clearly specify reporting and compliance requirements, such as programmatic reporting frequency, financial reporting obligations, and necessary performance measures. The document should also include the main program and fiscal contacts responsible for grant oversight and may contain brief notes on strategic considerations, risks, or capacity issues that could impact project implementation. Keeping this information concise helps staff involved in grant management quickly access essential details needed to oversee the award, monitor reporting duties, and ensure compliance throughout the grant’s duration.

Entities should understand that the interpretation of the regulation or policy is determined by the order of precedence below, with each subsequent policy or regulation being more restrictive but not less restrictive than the one before it. 

The order of precedent is as follows: 
1. Federal appropriation language 
2. Code of Federal Regulations (CFR) 
3. Executive Orders, Office of Management and Budget (OMB), and Uniform Guidance (UG) 
4. Notice of Funding Opportunity (NOFO) 
5. Awarding agency’s regulations, special conditions, and provisions 
6. Approved grant application including assurances, certifications, attachments, and pre-award negotiations 
7. State and local policies and procedures TIP: Create a Grant Summary that contains relevant program and financial information and share with all staff that will be working with the grant. 
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If a federal grant application is denied, entities may request a formal debrief. This debrief will provide important information that can be used to help secure future federal awards.

At a minimum, the debriefing information must include: 

1. Governmental evaluation of any significant weaknesses or deficiencies in the offeror’s proposal, if applicable. 
2. The overall evaluated cost or price (including unit prices) and technical rating, if applicable, of the successful offeror and the debriefed offeror, as well as past performance information on the debriefed offeror. 
3. The overall ranking of all offerors when the agency developed any ranking during the source selection. 
4. A summary of the rationale for award. 
5. For acquisitions of commercial products, specify the make and model of the product to be delivered by the successful offeror. 
6. Reasonable responses to relevant questions regarding whether source selection procedures specified in the solicitation, applicable regulations, and other relevant authorities were followed. TIP - Applicants are strongly encouraged to request a debrief following an unsuccessful application. Feedback from the funding agency can provide valuable insight into the strengths and weaknesses of the proposal and help refine future applications to improve the likelihood of success.

[bookmark: _Toc225934256]Award Financial Setup

After receiving a fully executed grant agreement, the agency must set up the grant in the SHARE financial system to ensure accurate financial tracking, reporting, and oversight. The setup process should be completed promptly to enable proper recording of expenditures and support effective fiscal management throughout the period of performance.

All financial setup and accounting activities must follow applicable state financial management requirements. This includes complying with the 2.2.2 NMAC accounting standards, procedures issued by the Department of Finance and Administration (DFA) Financial Control Division, and the SHARE system project requirements used to track grant-related revenues and expenses. Agencies must ensure that all financial coding, project structures, and account classifications are correctly established to support accurate reporting and audit compliance.

In addition, agencies must adhere to State Treasury cash management rules when administering grant funds. Proper setup within SHARE ensures that grant revenues, expenditures, and cash activity are recorded in line with state accounting policies and promotes transparency, financial accountability, and compliance with state oversight standards. As part of this process, agencies need to establish the approved grant budget and verify that all required chartfields, including the appropriate fund, department, program, project or grant ID, and account classifications, are accurately configured. Collaboration among program staff, budget personnel, and financial management staff is essential to ensure the grant is correctly set up and that expenditures match the approved grant budget and funding source. Supporting documentation, such as the executed grant agreement and approved budget, should be kept according to state records retention and audit requirements. 
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When expending grant funds, agencies must comply with all relevant federal and state procurement laws and regulations to ensure that goods and services are acquired in a fair, transparent, and competitive manner. Procurement activities must adhere to state procurement statutes, administrative rules, and agency procedures, as well as any federal requirements related to the funding source. Proper procurement management guarantees that expenditures are allowable, reasonable, and properly documented while maintaining accountability for the use of public funds.

When federal funds are involved, agencies must decide whether an external entity is a contractor or a subrecipient and document the reasoning for that decision. Agencies must ensure that proper procurement or subaward procedures are followed and that agreements include clear scopes of work, performance expectations, funding amounts, reimbursement processes, reporting requirements, and necessary federal and state provisions.
[bookmark: _Toc225934259]CONTRACT and subaward MANAGEMENT

Contracts and subawards issued under a federal award must clearly define the scope, expectations, and administrative requirements necessary to ensure compliance with federal and state regulations. At a minimum, agreements should include a Scope of Work (SOW) that clearly describes the activities, services, or program responsibilities to be performed, along with defined deliverables that establish measurable outputs or outcomes. The agreement must also specify the period of performance, including the start and end dates during which work may take place and costs may be incurred. Financial provisions should detail the payment method, whether payments will be made on a reimbursement basis, through advance payments, or via another approved payment structure consistent with federal cash management requirements. The agreement should also outline invoicing procedures, documentation requirements, and payment timelines. For subrecipients, agencies are encouraged to use a standardized subaward template that includes the necessary federal award information and compliance provisions. 

When appropriate, agencies should also use General Services Department (GSD) contract templates to ensure consistency with statewide procurement and contract management standards. Well-structured agreements help define expectations, support accountability, and ensure compliance with both federal requirements and New Mexico contract policies. State agencies awarding federal funds to subrecipients should use the standardized subrecipient agreement template as a base and modify it as needed to meet specific requirements set by federal awarding agencies or programs. TIP – Maintain all documentation used to determine subrecipient or contractor status. Contact federalgrant.bureau@dfa.nm.gov and request a copy of the subrecipient vs contractor checklist.


Agency‑specific procedures for PROCUREMENT AND CONTRACT EXECUTION. (placeholder section)
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Before issuing a contract or subaward, agencies should assess and document the entity’s organizational capacity, financial stability, and experience with grant-funded activities. This assessment should include an evaluation of potential risks linked to the entity’s ability to meet programmatic, financial, and reporting requirements. Agencies should keep records of the risk assessment and the factors considered when deciding if the entity can successfully perform the proposed activities.

Based on the results of this assessment, agencies may implement risk-based oversight measures, such as including special conditions in the contract or subaward agreement. These conditions might involve additional reporting requirements, enhanced monitoring, technical assistance, reimbursement-based payments, or other controls aimed at mitigating identified risks and ensuring compliance with grant requirements.
TIP – Maintain all documentation used to evaluate risk. Contact federalgrant.bureau@dfa.nm.gov and request a copy of the Subrecipient Risk Assessment.


Agency‑specific procedures for documenting risk evaluation. (placeholder section)
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Effective grant administration requires strong program and financial management to ensure that awarded funds are used in accordance with the terms of the grant agreement and applicable federal and state requirements. Program management focuses on implementing the approved scope of work, achieving program goals, and delivering the outcomes and performance measures outlined in the award. Financial management emphasizes establishing fiscal controls, tracking grant revenues and expenditures, and maintaining compliance with relevant federal and state regulations. 

Program and fiscal staff must collaborate throughout the grant's duration to ensure that project activities stay within the approved scope of work and that expenditures support authorized program activities. Program staff are responsible for overseeing project implementation, tracking progress toward deliverables, and ensuring that reporting and performance requirements are fulfilled. Fiscal staff are responsible for setting up the grant in the proper financial systems, monitoring expenditures, maintaining financial records, and ensuring compliance with applicable accounting and financial management standards.

Effective program and financial oversight together ensure that grant funds are used responsibly, project goals are met, and all reporting, compliance, and audit requirements are fulfilled. Keeping clear documentation, monitoring performance and expenditures, and coordinating between programmatic and fiscal functions promote transparency, accountability, and successful grant management throughout the period of performance.

[bookmark: _Toc225934262]Financial Management

Effective financial management guarantees that federal grant funds are properly budgeted, tracked, and spent in accordance with applicable cost principles, procurement rules, and financial reporting requirements. Agencies must maintain financial systems and internal controls that accurately monitor obligations and expenditures, prevent overspending, ensure cost allowability, and maintain appropriate segregation of duties. These systems should also support thorough documentation to verify that expenditures are authorized, correctly recorded, and aligned with the approved grant budget.

When agency personnel are funded partly or fully with federal grant funds, agencies must keep proper time and effort certification to document the portion of staff time charged to the grant. Time certification records must accurately show the work performed and provide reasonable assurance that salary and wage charges to federal awards are supported by documentation consistent with federal standards. Keeping accurate time records ensures that personnel costs charged to the grant are allowable and properly supported.

Agencies should regularly review and reconcile grant expenditures to ensure that spending remains consistent with the approved budget and authorized activities. Maintaining accurate financial records, including personnel cost documentation, supports financial reporting, audit readiness, and compliance with federal and state grant management requirements.
TIP – Contact federalgrant.bureau@dfa.nm.gov and request a copy of Federal Grant Budget Actuals Tracking

Agency‑specific procedures regarding financial management, segregation of duties, equipment policy, Time and Effort certification, BUDGET ADJUSTMENT REQUESTS, reconciliations,and drawdowns. (placeholder section)

[bookmark: _Toc225934263]Program Management

Effective program management guarantees that grant-funded activities align with the approved scope of work and achieve the intended program objectives. Program managers are responsible for overseeing project implementation, tracking deliverables and milestones, and comparing actual performance to expected outcomes. Regular performance measurement helps ensure activities stay consistent with grant requirements and program goals.

Program managers must also keep documentation that supports performance results and demonstrates that activities, outcomes, and deliverables were completed as approved. For state-funded programs, oversight must align with legislative performance measures and Department of Finance and Administration (DFA) reporting requirements, ensuring documentation supports statutory intent and necessary reporting.

Successful program management also involves coordinating with fiscal and procurement staff to ensure that program activities, expenditures, and contracts remain compliant with grant requirements. This coordination ensures that implementation, spending, and reporting stay aligned throughout the grant period.

[bookmark: _Toc225934264]Subrecipient and contractor monitoring

Subrecipient and contractor monitoring is a vital part of both programmatic and financial management. Effective monitoring ensures that grant funds are used according to the award's terms and that external entities perform the activities and deliverables outlined in their agreements. Monitoring helps agencies verify that contractors provide the goods and services specified in their contracts and that subrecipients carry out programmatic activities in line with the approved scope of work and relevant grant requirements.

Agencies must oversee performance, expenditures, and compliance throughout the period of performance to confirm that deliverables are completed and costs are permissible. Monitoring activities may include reviewing progress reports, invoices, and supporting documents; verifying that work aligns with contractual or subaward obligations; and maintaining records that demonstrate grant funds are used for authorized purposes. These oversight efforts help ensure contractors and subrecipients are accountable to the terms of their agreements.

Monitoring also supports risk management and accountability by helping agencies identify instances of non-compliance and take corrective actions when necessary. If performance issues, reporting deficiencies, or financial irregularities occur, agencies should document the problems, communicate expectations for resolution, and implement appropriate corrective measures consistent with the agreement's terms. Keeping records of monitoring activities and corrective actions demonstrates proper oversight and supports readiness for audits.TIP – Desk reviews or site visits should happen at least once per year. Contact federalgrant.bureau@dfa.nm.gov and request a copy of Corrective Action Plan Template.

Agency‑specific procedures relating to monitoring and non-compliance. (placeholder section)

[bookmark: _Toc225934265]REPORTING

Reporting to funders is a vital part of grant management that ensures transparency, accountability, and compliance with grant terms. Programmatic and financial reports give funding agencies insight into how grant funds are being spent, the progress of project activities, and whether the grant's goals are being met. Reports must be timely, accurate, and backed by proper documentation to show responsible use of public funds and adherence to grant requirements.

Programmatic reports track project implementation, progress toward deliverables and milestones, and performance outcomes in relation to the objectives set in the grant agreement. Financial reports detail expenditures, obligations, and remaining balances to verify that grant funds are used according to the approved budget and applicable cost principles. All financial reports must match the SHARE financial system to ensure reported expenditures align with the agency’s official accounting records and state financial reporting standards.

Effective reporting depends on coordination between program and fiscal staff to ensure all submitted information is accurate, complete, and well-supported. Consistent, well-documented reporting practices help maintain compliance with grant conditions, enhance oversight, and prepare the organization for audits throughout the grant period.

Reporting obligations may include:
Federal:
· SF-425 Financial Reports
· Federal Funding Accountability and Transparency Act (FFATA) via Sam.gov				
· Agency specific reports
· Treasury portal reporting
· Federal Single Audit – Schedule of Expenditures of Federal Awards
State:
· DFA budget reporting
· Legislative Finance Committee reporting
· Capital outlay progress reporting
· Agency Financial Statements 
Private:
· Narrative and financial reporting per agreement
Agency‑specific procedures. (placeholder section)TIP – Agencies should retain the source documentation, data files, financial records, calculations, and correspondence used to prepare programmatic and financial reports.


[bookmark: _Toc225934266]GRANT MODIFICATIONS

Grant modification requests are submitted to gain approval from the funding agency when changes to the original grant agreement are necessary. These modifications are needed when adjustments to the project scope, budget, timeline, deliverables, or other terms of the award are required to ensure successful project implementation. Requesting approval for these changes helps keep grant activities authorized and aligned with the conditions set by the funding organization.

Agencies must submit modification requests following the funder’s guidelines and obtain formal approval before making any changes to the grant agreement. All modification requests and approvals should be properly documented and stored in the grant records to promote transparency, ensure compliance with award conditions, and support audit and oversight processes. Keeping clear documentation of approved modifications helps maintain alignment of programmatic and financial activities with the updated grant terms.

Agency‑specific procedures relating to grant modification requests. (placeholder section)

[bookmark: _Toc225934267]AUDIT & COMPLIANCE

Maintaining comprehensive and accurate grant records, policies, and procedures ensures compliance with federal and state audit requirements and demonstrates responsible stewardship of grant funds. Proper documentation provides evidence that financial transactions, program activities, and administrative decisions were carried out in accordance with applicable laws, regulations, and grant terms.

Agencies must keep records supporting expenditures, performance claims, procurement decisions, and monitoring activities. Well-organized documentation creates a clear audit trail, confirms that funds were used for authorized purposes, and supports audits, monitoring, and oversight throughout the grant's duration.

Agencies should also uphold internal controls and records retention practices that support compliance with grant requirements. Grant records should be organized and easily accessible to aid monitoring activities, compliance reviews, and audits by federal agencies, pass-through entities, or state oversight bodies. If audit findings or compliance issues arise, agencies need to document corrective actions and implement measures to fix deficiencies and prevent future issues. 

Agency‑specific procedures. (placeholder section)

[bookmark: _Toc225934268]CLOSEOUT

Grant closeout is the process that occurs when all programmatic and financial requirements of a grant award have been completed. The purpose of close-out is to ensure that all activities funded under the grant are finalized, all expenditures are properly recorded, and all reporting obligations to the funding agency are fulfilled. A thorough closeout process confirms that the agency has met the terms and conditions of the award and that all financial and programmatic responsibilities have been satisfied.

As part of the closeout process, agencies must complete all remaining program activities and submit required final programmatic and financial reports to the funding agency. Financial records must be reviewed and reconciled with the SHARE financial system to ensure that all expenditures are accurately recorded and align with the approved budget. Agencies should also verify that all grant-funded deliverables and performance objectives have been completed and documented. Agencies must also resolve any outstanding obligations, address applicable equipment disposition requirements, and ensure that all grant-related financial and program documentation is complete and properly maintained. If subrecipients or contractors were involved in the grant, agencies must ensure that their activities and financial obligations have also been properly closed out.


A successful closeout confirms that all award requirements were fulfilled and that the grant was managed in accordance with applicable laws, regulations, and grant conditions. Agencies must retain all required documentation in line with record retention and audit requirements to support future monitoring, audit reviews, or oversight inquiries.
Agency‑specific procedures relating to close-out and equipment disposition. (placeholder section)Tip: Begin planning for grant closeout well before the end of the period of performance.


[bookmark: _Toc225934269]XV. RECORDS RETENTION

Records retention in grant management ensures agencies keep complete and accessible documentation to demonstrate compliance with federal and state requirements throughout the grant's duration and after closeout. Agencies must retain financial records, program documentation, procurement files, monitoring records, and other supporting materials that verify expenditures, performance outcomes, and administrative decisions related to the grant. Keeping organized records provides a clear audit trail, supports monitoring and oversight activities, and helps agencies respond to audits or compliance reviews.

Under federal requirements in 2CFR200, grant-related records generally must be retained for at least three years from the date the final expenditure report is submitted. Similarly, New Mexico records retention schedules in 1.21.2 NMAC require grant administration records to be kept for at least three years after the grant file is closed. However, state financial records may need to be kept longer depending on specific retention schedules. When multiple requirements apply, agencies must keep records for the longest retention period mandated by federal regulations, state law, audit requirements, litigation, or written instructions from the awarding agency.

The retention period may be extended if there are unresolved audit findings, ongoing litigation, or if a federal awarding agency provides written instructions to retain records for a longer period. 
Agency‑specific record retention policies and procedures. (placeholder section)Tip: Establish a consistent records retention and storage process by organizing grant files and clearly labeling electronic folders with the grant name, award number, and retention or destruction date.
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Maintaining effective grant administration requires a commitment to ongoing improvement, clear documentation of grant management processes, and continuous staff training. Agencies should regularly review and enhance their grant management practices to ensure compliance with changing federal and state requirements. This includes conducting annual reviews of grant policies, monitoring updates to 2 CFR and the New Mexico Administrative Code (NMAC), tracking audit findings, and updating internal procedures to reflect legislative or regulatory changes that impact grant administration. Agencies should also revise documented processes based on practical experience to ensure procedures stay current and incorporate best practices. 

Agencies need to support continuous improvement by offering grant management training for program, fiscal, and procurement staff and by conducting New Mexico MAPS internal control self-assessments to evaluate the effectiveness of financial management and compliance practices. Reviewing audit results, strengthening internal controls, and updating procedures based on lessons learned help reduce risks and improve oversight of grant-funded activities. Effective grant management is an ongoing governance duty, not just a transactional task, and requires continuous monitoring, training, and policy refinement to ensure responsible stewardship of public funds.Tip: Rather than attempting to revise all policies at once, agencies may find it more effective to update sections incrementally—prioritizing areas with the highest compliance risk or operational impact.
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Federal Uniform Guidance (2 CFR Part 200) 
↔ New Mexico Statutes, NMAC, DFA Policy & NM MAPS Framework 
 
 
 
PART I 
VISUAL CROSSWALK MATRIX 
 
EXECUTIVE SUMMARY MATRIX 
	Lifecycle Area 
	Federal Authority 
	State Law 
	Administrative Rules 
	NM MAPS Control Domain 
	Operational Impact 

	Internal Controls 
	2 CFR §200.303 
	State Audit Act 
	2.2.2 NMAC 
	COSO-based Internal Control 
	Segregation of duties; documented oversight 

	Risk Assessment 
	§200.206; §200.332 
	State Audit Act 
	DFA FCD Guidance 
	Enterprise Risk Mgmt 
	Pre-award and subrecipient risk review 

	Procurement 
	§§200.317–327 
	Procurement Code (13-1-28 NMSA et seq.) 
	1.4 NMAC; 2.20.1 NMAC 
	Monitoring & Transparency 
	Dual compliance required for federal funds 

	Financial Systems 
	§200.302 
	Appropriations Act 
	2.2.2 NMAC; SHARE Rules 
	Control Activities 
	Project-level tracking & reconciliation 

	Allowable Costs 
	§§200.403–405 
	Appropriation Language 
	DFA Object Codes 
	Fiscal Oversight 
	Must meet both federal cost principles & state classification 

	Cash Management 
	§200.305 
	State Treasury statutes 
	DFA FCD Procedures 
	Liquidity Risk Controls 
	Minimize drawdown timing 

	Subrecipient Monitoring 
	§200.332 
	State Audit Act 
	2.20.1 NMAC 
	Risk-Based Monitoring 
	Documented oversight & corrective actions 

	Performance Reporting 
	§200.301; §200.329 
	Legislative reporting statutes 
	DFA reporting guidance 
	Accountability Documentation 
	Performance + fiscal alignment 

	Audit 
	§200.501; §200.511 
	State Audit Act 
	State Auditor Rules 
	Corrective Action Tracking 
	Single Audit + state annual audit 

	Closeout 
	§200.344 
	Appropriation reversion statutes 
	DFA reconciliation rules 
	Final Risk Validation 
	SHARE reconciliation & de-obligation 

	Records Retention 
	§200.334 
	Public Records Act 
	State retention schedules 
	Documentation Control 
	Retain through audit resolution 


 
 
EXECUTIVE KEY MESSAGE 
New Mexico grant administration operates under concurrent authority: 
· Federal administrative requirements (Uniform Guidance) 
· State statutory procurement and fiscal law 
· Administrative rules (NMAC and DFA policy) 
· Enterprise risk management expectations (NM MAPS) 
· When federal funds are involved, both federal and state requirements apply simultaneously, unless federal preemption explicitly overrides state law. 
 
 PART II 
DETAILED CITATION-LEVEL CROSSWALK 
 
I. INTERNAL CONTROLS & GOVERNANCE 
 
Federal Authorities 
· 2 CFR §200.300 – Statutory and national policy requirements 
· 2 CFR §200.303 – Internal controls 
· 2 CFR §200.308 – Revisions of budget and program plans 
New Mexico Authorities 
· State Audit Act, NMSA 1978, §§12-6-1 to 12-6-14 
· General Appropriations Act (annual) 
· Governmental Conduct Act, §§10-16-1 to 10-16-18 NMSA 
· 2.2.2 NMAC – Accounting and Control of Finances 
NM MAPS Requirements 
· COSO-aligned internal control framework 
· Annual Enterprise Risk Assessment 
· Corrective Action Plan tracking 
· Documented management review 
 
II. PRE-AWARD & PROGRAM DESIGN 
 
Federal Authorities 
· 2 CFR §200.202 – Program planning and design 
· 2 CFR §200.203 – Notices of funding opportunities 
· 2 CFR §200.204 – NOFO content requirements 
· 2 CFR §200.206 – Federal awarding agency review of risk 
New Mexico Authorities 
· Enabling statutes specific to agency authority 
· General Appropriations Act 
· DFA budget authority requirements 
Administrative Rules 
· DFA Financial Control Division policies 
· SHARE project establishment requirements 
 
III. FINANCIAL MANAGEMENT 
Federal Authorities 
· 2 CFR §200.302 – Financial management 
· 2 CFR §200.305 – Cash management 
· 2 CFR §200.403 – Factors affecting allowability 
· 2 CFR §200.404 – Reasonable costs 
 
· 2 CFR §200.405 – Allocable costs 
· 2 CFR §200.414 – Indirect costs 
· 2 CFR §200.430 – Compensation 
· 2 CFR §200.313 – Equipment 
New Mexico Authorities 
· 2.2.2 NMAC – Accounting and Control of Finances 
· State Treasury Act 
· General Appropriations Act 
· DFA SHARE policies 
· State property control regulations 
 
IV. PROCUREMENT & CONTRACT MANAGEMENT 
Federal Authorities 
· 2 CFR §§200.317–327 – Procurement standards 
· 2 CFR §200.319 – Competition 
· 2 CFR §200.324 – Cost and price analysis 
· 2 CFR §200.339 – Remedies for noncompliance 
New Mexico Authorities 
· Procurement Code, NMSA 1978 §§13-1-28 through 13-1-199 
· 1.4 NMAC – Procurement Code Regulations 
· 2.20.1 NMAC – Contract Management 
· §13-1-158 NMSA – Certification prior to payment 
 
V. SUBRECIPIENT MANAGEMENT 
Federal Authorities 
· 2 CFR §200.331 – Subrecipient and contractor determinations 
· 2 CFR §200.332 – Requirements for pass-through entities 
· 2 CFR §200.501 – Audit requirements 
New Mexico Authorities 
· State Audit Act 
· 2.20.1 NMAC 
Procurement Code definitions  
VI. PERFORMANCE & REPORTING 
Federal Authorities 
· 2 CFR §200.301 – Performance measurement 
· 2 CFR §200.328 – Financial reporting 
· 2 CFR §200.329 – Monitoring and reporting performance 
 
New Mexico Authorities 
· Legislative reporting statutes 
· DFA reporting guidance 
· Capital Outlay Act reporting requirements 
 
VII. MODIFICATIONS 
Federal Authority 
· 2 CFR §200.308 – Revisions of budget and program plans 
New Mexico Authorities 
· Procurement Code amendment requirements 
· DFA budget adjustment procedures 
· SHARE modification controls 
 
VIII. AUDIT & CLOSEOUT 
Federal Authorities 
· 2 CFR §200.501 – Single Audit threshold 
· 2 CFR §200.511 – Management decision 
· 2 CFR §200.344 – Closeout 
· 2 CFR §200.334 – Record retention 
· 2 CFR §200.345 – Collection of amounts due 
New Mexico Authorities 
· State Audit Act 
· Public Records Act, §§14-2-1 et seq. NMSA 
· State records retention schedules 
· DFA reconciliation procedures 
 
COMPLIANCE PRINCIPLE 
Where both federal and state rules apply: 
1. Agencies must comply with both frameworks concurrently. 
2. If requirements differ, agencies must apply the more restrictive provision, unless federal preemption applies. 
 
3. All grant administration must be documented in a manner sufficient to satisfy: 
· Federal Single Audit standards 
· State annual financial audit requirements 
· NM MAPS internal control documentation expectations 
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The following resources can be downloaded from Federal Grants Bureau TOOLS AND RESOURCES
	RESOURCE
	DESCRIPTION

	DFA Grants Management Readiness Assessment
	The NM Grant Readiness Assessment is a flexible tool that helps agencies and subgrantees evaluate their capacity to manage grants effectively. It can be completed by individual staff members or collectively as a team. The Assessment identifies areas where additional support or training may need to be provided or in the case of subgrantee, special conditions added to their grant agreements.

	Hot to Set Up a Unique Entity Identifier 
	Registering on SAM.gov is mandatory to do business with the U.S. federal government, allowing entities to bid on contracts, apply for federal assistance (grants/loans), and receive payments. As part of registration, you will be assigned a Unique Entity Identifier (UEI).

	Grant File Folder Structure Instructions
	File management to support the full grant lifecycle.

	SPOC Intergovernmental Review Checklist
	The checklist used to review applications for federal funding under E.O. 12372, Single Point of Contact/Intergovernmental Review. 

	DFA Modified Total Direct Cost Indirect Cost Worksheet
	This worksheet calculates the indirect costs that an organization is allowed to charge to a grant or contract, based on a federally negotiated indirect cost rate applied to a specific base of "modified" direct costs — not all direct costs.

	Grant Summary Fillable
	Serves as a concise, centralized reference document that captures the essential details of a grant award or application.

	DFA Grant Summary Tool 2
	Serves as a concise, centralized reference document that captures the essential details of a grant award or application.

	Match Cost Share Examples (Safe Streets and Roads for All)
	Illustrates how organizations can demonstrate and calculate the non-federal matching funds or in-kind contributions required as a condition of a federal grant award.

	Sample Project Budget Template
	This tool calculates proposed project costs including direct costs, indirect costs, and match/cost share contributions — in a format that aligns with federal grant requirements and funder expectations.

	DFA Subrecipient vs. Contractor Checklist Tool
	A decision-making aid that helps recipients determine whether an entity should be classified as a subrecipient or as a contractor.

	Federal Subrecipient Risk Assessment Tool v3 Sample
	A structured evaluation instrument used by pass-through entities to assess the financial, organizational, and compliance risk level of subrecipients before and during a federal grant award, helping grant administrators determine the appropriate level of monitoring and oversight required for each subrecipient.

	DFA Federal Award Subrecipient Loan Agreement Template
	DFA created document  where grantor loans grantee federal funds.

	DFA Federal Subrecipient Agreement Template
	DFA created document that establishes the terms, conditions, and compliance obligations governing the transfer of federal grant funds from a pass-through entity to a subrecipient, ensuring both parties understand their respective responsibilities for proper use, reporting, and accountability of the awarded funds.

	Federal Subrecipient Compliance Plan Sample
	The Federal Subrecipient Compliance Plan Sample is a structured template that guides subrecipients in documenting their policies, procedures, and internal controls for meeting federal grant compliance requirements, helping ensure that awarded funds are managed, reported, and expended in accordance with applicable federal regulations and the terms of their award.

	DFA Subrecipient Monitoring Checklist
	This checklist provides a comprehensive framework to ensure all necessary components of subrecipient monitoring are reviewed and tracked. 

	DFA Federal Grant Budget Actuals Tracking Template
	This tool enables grant administrators to monitor and compare approved budget amounts against actual expenditures in real time.

	DFA Corrective Action Plan Template
	This tool can be provided to contractors and subrecipients to formally identify, address, and resolve compliance deficiencies or audit findings.

	SF425-Federal Reporting Blank Form
	The standardized federal form used by grant recipients to report on the financial status of a federal award.

	State of New Mexico Manual of Model Accounting Practices (MAP)
	The State of New Mexico Manual of Model Accounting Practices (MAP) is a comprehensive reference guide that establishes standardized accounting policies, procedures, and internal control frameworks for state agencies to ensure consistent, transparent, and compliant financial management of public funds across New Mexico government operations.
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