
Title III Grantor vs. Grantee Flowchart

AAAA=Blue, Grantee=Green

PURPOSE
To report  all of 

Arrowhead's Title III  
expenditure, units of 
service, and Persons 

PURPOSE
To report your Title III 

data to Arrowhead Area 
Agency on Aging, so they 
can collectively report on 

the entire region

PREP
Send reminder to all grantees 

with all necessary attachments 
and due dates

PREP
Check emails from AAAA 

carefully for updates, 
changes, or differences 

between different 
"alphabets".  It is the 

grantee's duty to ask for new 
templates or clarify any 

questions

RESPONSIBILITIES (PROCESSING)
AAAA receives all reports by the 10th 

of the month. Staff immediately 
begin working through the financial 

reports, keying in on expenditure 
figures and checking to see if units of 

service /persons served data is 
consistant across all reports, as this 
is the information needed for the 
final State report. Narrative pieces 

are for internal files. If there are 
errors,  grant managers work 

through them  with the grantee via 
email or phone.  There are currently 
12 T3B, 4 T3D, 12 T3E grantees, and 
one Nutrtion (T3C) grantee. This is  

29 reports to review within 
approximately 8 business days

RESPONSIBILITIES
Grantees turn in their full, final report to grant 

managers by the 10th. If they need assistance with 
their report they must work on this prior to the 10th 

with their grant manager. 
(The final, signed version can be sent once the grant 

manager gives you the okay to sign it. They review for  
errors prior to asking you to sign. If you sign early, it 
may cause more work on your end.  All portions of 

your report should be turned in by the 10th for your 
grant manager to reivew, but they will focus on the 

financial report first.) 

FINALIZING STEPS
Grant manager keeps a "check off 

sheet" for each grantee, making sure 
each required part has come in, where 

edits need to be made, and when a 
signed copy has been received. Once a 

grantee quarterly report packet is 
complete, there is a lot of data to pull 
from each grantees' report to form a 
regional aggregate report . Also, staff 

starts ARDC's internal process to 
generate payment. Other  internal 
spreadsheets need to be filled, and 
AAAA Director needs to sign off on 

FINALIZING STEPS
Once your financial report is approved, 
sign and send it to your grant manager. 
All signed copies need to be in to your 
grant manager by the 20th. Scanning it 
and emailing it is the easiest/quickest 
way to get the signed report in their 
hands and to their financial team  to 

meet their deadlines. If you know you will 
not be able to send a signed copy  by the 

20th, vacation, sick day, etc., please 
discuss it with your grant manager ahead 
of time. Your grant manager may also still 
need to ask questions or get clarifications 
on your narrative, outreach reports, etc. 

THE END GAME:
Between the 10th and 20th, grant managers need 
to collect  reports, ensure all pieces are present, 

work on errors with grantees, call or email multiples 
times, often times leaving messages and waiting for 

the director to be available. They need to do data 
entry, compile data to collect AAAA director 

signatures, make copies, coordinate with other 
grant managers and financial specialists, and create 
other quarterly checks and balances ,fulfil other job 

duties, attend meetings, and sometimes even 
travel. Having a short turn around time to do so can 

be challenging. Working well, in conjunction with 
the grantees, is the best way to ensure all tasks, at 

both ends, get completed efficiently and in a timely 
manner.


