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Prior to your budget meeting: 

• Establish 48-hour timeline for approving sub-recipient invoices. If primary 
person responsible for this will be out of the office, make sure a backup is 
assigned. This will ensure timely payments to sub-recipients and provide the 
most up to date information is available for budget meetings. 

• Ensure sub-recipients submit required supplemental expense information with 
the invoice and ensure accuracy. 

• Compare invoices to identify large increases or decreases to expenses 
reported overall, as well as within budget line items. Significant variances 
should be followed up on before approval. 

• Maintain a tracking log by agency and contract and make note of items of 
significance that you want to point out during the budget meeting, including 
late invoices. Any inquiries to agencies and their responses should be 
recorded in the log. Group these into the same project groupings as your 
meeting materials are organized so they can be used as a scripting tool during 
your budget meeting. It is strongly encouraged to use a script of some kind to 
make sure that you remember the key points you want to deliver. 

• Review dashboard reports against sub-recipient invoices to make sure 
spending is aligned. Review accounting system data to ensure timely payment 
of invoices.  

• Compare grant level reports against the previous month’s report, note areas of 
significant change, and research what occurred so you can speak to it in your 
meeting. 

• Review the Line Item Changes previous month vs. current month chart. This is 
an amazing analysis tool to pick out large increases and decreases overall and 
by line item. 

• Review the most recent federal budget and keep note of any items you may 
not spend and inform program so they can determine how to best redirect or 
why expenses may be high in one line item, and low in another. 

• Ensure that Financial Analysts are keenly aware of the items detailed in the 
federal budget vs. how expenses are being captured.  

• Meeting documents should be organized in a PDF portfolio or tabbed along 
the side for easy access. 

• Use a standard meeting agenda format. Make sure your meeting agenda is 
correct (including recorder, facilitator, chart names) and demonstrates how you 
will be flowing through your materials. You should tailor the agenda to 
accurately reflect your content and flow of information. 

• Financial Analysts should meet with direct manager prior to budget meetings 
to review materials together. This review ensures accuracy, helps facilitate 
issue resolution, and helps aid in analysis of the data. Develop a process for 
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follow up communication with management to help address non-responsive 
sub-recipients regarding your inquiries. 

• Make every effort to get materials out by the end of the day Friday the week 
before your budget meeting. If concerns are being addressed and you cannot 
send, make sure that you work to get those resolved with the appropriate 
people. Materials should always be sent out at least 24 hours in advance. 
Include the following materials in your budget meeting package: 

o Agenda 
o Action Items from last meeting 
o Grant Level Reports 
o Dashboard Reports 
o Copies of sub-recipient invoices 

During your budget meeting: 

• Assign roles for each meeting, including a facilitator, recorder, chat monitor 
(for virtual meetings), accounting or grant system lookups, federal budget 
cross-checks, etc. 

• To make budget meetings flow in an efficient, timely manner, focus only on 
items of concern or areas that are showing improvement. This is where your 
script will come in handy! 

• Use a standard format for capturing action items during the meeting, including 
what issues need to be addressed, who will be addressing the issue, a due 
date for resolution, and a comments section to document the action taken. 
Action items from the previous meeting should be discussed at the beginning 
of each meeting with status updates documented, and new action items 
reviewed at the end of each meeting. Close the action item once resolution is 
met. 

• Use stunning visuals to represent complex financial data. Provide a 
description/overview of each chart in your dashboard prior to sharing your 
analysis to ensure participant comprehension of the information the chart 
represents. 

• Review grant level view reports. Assess potential re-budgeting that may be 
necessary internally to work toward full spend down of federal funding. 

• Encourage collaboration with internal program staff and management during 
the meeting. Everyone should have a voice! 

After your budget meeting: 

• Send out action items to the group. 
• Follow up on action items assigned to you as soon as possible. 
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• 1-2 weeks prior to the next budget meeting, re-send the action items to 
meeting participants as a reminder, and to also document progress on action 
items assigned to others that have been reported to you thus far. 

• Be proactive in preparing for the next month’s meeting, always allowing 
enough time for a thorough analysis. 


