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Ivy Tech Community College 
Sponsored Programs Desk Review Policy 

SponProg-003 Sponsored Programs Desk Review Policy Effective Date: 07/01/2021 
Business Affairs Revision Date: 
Controller & Assistant Vice President for Finance  Revision Schedule: 
Standards:     Uniform Guidance, 2 CFR 200  

 

I. PURPOSE 

Federal Uniform Guidance sets forth various rules and regulations applicable to all Federal & Federal 
pass-through grants. Additionally, individual grant agreements have specific requirements which 
must be adhered to. To ensure a robust system of compliance, a desk review process has been 
implemented.  
 
The desk review considers documentation provided by the grant program to document grant 
compliance. The resulting desk review report identifies items that were compliant and items that 
were not compliant. The Project Director (PD), with the support of the Sponsored Programs & 
Grants Compliance Office (SPO) and the Grant Finance Designee (GFD), can then strengthen the 
grant program by addressing any noncompliant items. This also serves to mitigate risks in order to 
avoid jeopardizing future funding opportunities or resultant audit findings.  

 
II. POLICY 

All grants, regardless of dollar amount and funding source, are subject to potential desk review. 
Desk reviews are conducted on an ongoing basis by the SPO. A risk assessment is conducted 
annually by the Executive Director of Sponsored Programs (ED SPO).  This risk assessment is used to 
determine which grants will be selected for desk review.  If risk factors are identified throughout the 
year, a grant not included on the original risk assessment may be added to the list for review.  

 

III. DEFINITIONS 

a. Desk Review: A compliance assessment of a grant program conducted by SPO.  
b. Annual Risk Assessment: a process of assessing the various risks associated with active 

grant programs to determine selection for the desk review process.  
c. Corrective Action Plan: a plan developed by a grant PD to correct items identified as 

“Not Met” during a desk review.  
 

IV. PROCEDURES 
a. Risk Assessment Process  

i. An annual risk assessment informs selection of grants for desk review. At the 
beginning of each fiscal year, the ED SPO, in consultation with the Grants 
Compliance Managers (GCMs), reviews active grants, considers risk assessment 
selection factors discussed below, and makes preliminary selections for grants 
to be reviewed in the coming year. SPO will ensure there is an equitable 
selection of grants across all Ivy Tech campuses. Desk reviews are not 
conducted on closed grants. 

https://www.ecfr.gov/cgi-bin/retrieveECFR?gp=&SID=e04b0277bf923af1f4e372e6f4413989&mc=true&n=pt2.1.200&r=PART&ty=HTML
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ii. Once a draft list is created, it is shared with Grants Development and GFDs. 

Adjustments may be made before the list becomes final. Upon completion the 
ED SPO shares the schedule of desk reviews for the fiscal year with GFDs and 
PDs.  It should be noted that this list is not all inclusive and if the office becomes 
aware of a risk, the grant(s) may be added throughout the year. 

iii. The final schedule is also dependent upon SPO staffing available for desk review 
tasks.  

iv. Risk assessment selection factors include:  
1. Type of award (federal, federal passthrough, state, private, other) 
2. Award amount, length and complexity of the grant 
3. Grant contains specific eligibility requirements  
4. A Corrective Action Plan is required by the grantor  
5. Technical assistance is needed as a result of a previous desk review 
6. Compliance issues noted in a prior desk review or internal/external 

audit  
7. Turnover or vacancy in key grant positions  
8. Financial concerns 
9. Management requested review  
10. Other concerns generated in relation to the program 

 
b. Desk Review Process  

i. The GCM notifies the PD & GFD of the grant program via email that a desk 
review is being conducted.  

1. The goals and objectives worksheet that denotes the documents to be 
reviewed is attached to the email.  

2. At PD’s request, the GCM will meet with the PD to review the 
deliverables and go over the necessary supporting documentation for 
meeting compliance.  

3. PDs are to electronically submit documents and label each document 
with the deliverable number referenced for each item.  

 
c. Desk Review Reporting Process  

i. The outcome of the desk review is submitted to the PD for review. A copy is 
provided to the GFD.  

ii. The PD is provided sufficient time to submit to the GCM any additional 
documentation for any deliverable items that are “not met.”  

iii. Deliverable items considered not met, such as reporting, insufficient controls, 
eligibility, etc. are submitted to the AVP for Finance & Controller for input and 
review.  

iv. The ED SPO will submit the results of the final desk review to the PD, PD’s 
Supervisor, GFD, and Executive Director of Finance/Administration.  
 

d. Desk Review Corrective Action Process  
i. If a desk review results in high risk, a corrective action plan must be developed 

by the PD in coordination with SPO, the GFD, and any other parties deemed 
responsible.  
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ii. The corrective action plan should detail the specific steps the PD is going to take 
to ensure the deliverable items are met in accordance with guidelines of the 
specific grant program.  

iii. The GCM will follow up on continued progress against the correction action 
plan.  

 


