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I. PURPOSE
A. To create a standardized process for application, approval, accounting, administration and reporting for grants.

 B.  To identify roles and responsibilities in managing grants.


 C.  To assure compliance with federal and state laws and regulations as well as with grant provisions.

II. BACKGROUND
“Grant” means a contribution of cash or other asset(s) from another governmental entity or foundation/organization (private or public) to be used or expended for a specific purpose, activity, or facility. Grants received by the City generally are restricted grants to be used for specified capital projects or services. The grant award/agreement usually specifies the time period for completion of the project/services and requires submission of progress reports and/or a final report at the end of the grant period. 

“Reimbursement grants” are restricted grants for which the grantor reimburses costs after they are incurred. The City is required to prepare claims for incurred costs, and is reimbursed based on periodic progress reports submitted. “Non-reimbursement Grants” are restricted grants for which the grantor disburses the entire grant proceeds at the beginning of the grant period, or in periodic installments during the grant period. The City does not generally receive unrestricted grants, which are grants not restricted for a particular project or services and are therefore available to finance general operations of the City. 

This Procedure does not contemplate “Entitlements” which are grants disbursed automatically on the basis of legally defined formulas to all agencies that qualify for such.  
III. APPROPRIATE USES OF GRANT FUNDING
Grants can be a significant source of revenue for the City and can provide funding for certain projects and services that might otherwise not be accomplished. Departments are therefore encouraged to actively seek grants that assist in achieving the City’s objectives. On the other hand, grants can come with restrictions that require administration burden that exceeds the benefits of the proceeds or that cause the City to follow grantor objectives instead of its own objectives. Therefore, departments shall pursue grants that generally meet the following criteria:
A. The purpose of the grant program is clearly consistent with current City plans, policies, and objectives.

B. At the conclusion of the grant period, there will be no ongoing commitments or obligations related to the program and/or project unless previously planned and/or appropriated.
C. The grant is at least $25,000.

D. The grant will not increase staffing permanently (including full time, part time, temporary, or partial increases to any positions).
E. Emphasis is placed on seeking grants that will benefit the General Fund.  
F. Both direct and indirect administrative overhead costs shall be reimbursable to maximize the financial benefit to the City.
G. Any matching funds or in-kind contributions have been identified or are available within existing resources.
IV. Grant Application and Approval
When a department identifies a grant it wants to apply for, it completes the Grant Application Checklist (see Attachment 1), evaluating the criteria listed above. The department submits the completed Grant Application Checklist to the Assistant City Manager. The Assistant City Manager considers grant applications on a case-by-case basis, after consideration of the benefits of the program and the ongoing impacts on the City when grant funding is no longer available. 
Once the grant application has been approved, the department prepares and submits the grant proposal to the grantor.
If the Assistant City Manager determines a grant meets the City’s criteria, a staff report is prepared for City Council. Once the City is notified that a grant award has been made, the department prepares the staff report and budget amendment. The City Council accepts the grant award and approves the budget amendment, thereby appropriating funds before grant funds are expended. 


For previously approved grants that receive augmentation or annual renewal, departments do not prepare the Grant Application Checklist. Upon notice of augmentation or renewal, departments immediately forward such notice as well as any changes to the reporting/auditing guidelines to the Finance Department. For grants that have any substantive changes (i.e., expanding projects/services, reporting/auditing guidelines, matching requirements), the department submits a new Grant Application Checklist to the Assistant City Manager for review.
V. PROJECT MANAGER DUTIES
Project managers are responsible for:

A. Grant Initiation as described in Section IV of this Procedure:
· Identifying grant opportunities for financing City needs in accordance with Section III of this Procedure.

· Completing Grant Application Checklist.
· Preparing grant applications.  
· Preparing report to City Council accepting the grant and the related budget amendment request.

B. Managing grants after they have been awarded, including compliance with grant provisions.
C. Billing, collecting and spending grant funds in a timely manner as described in Section VII of this Procedure.
D. Assuring grant expenditures recorded in the City’s financial system are accurate.
E. Complying with this Procedure.

F. Creating grant files and ensuring that the grant files include all relevant documentation as identified in Attachment 3. Grant documents are to be scanned and uploaded to the P: shared drive.  
G. Coordinating execution of grant documents by the City Manager and returns executed documents to the grantor.
H. Completing Grant Summary Form (Attachment 2) and sending along with a copy of the Award letter Finance and other affected departments.
I. Notifying the grantor to send all checks to the Finance Department. However, if the project manager receives a check, it should be forwarded to the Finance Department immediately, accompanied by reference to the cost center.
J. Assuring that coding of expenditures is accurate when an invoice is paid or a time card is submitted, including notifying employees expected to charge time to the grant of the appropriate coding.
K. Preparing financial and program reports required by the grant agreement, including requests for reimbursement of funds, reviewing such reports and requests with the Finance Department and submitting to the grantor.

L. At the end of each fiscal year, reviewing the year’s revenues and expenditures by July 15.  Work with the Finance Department to correct any discrepancies (e.g., improper coding, situations where revenues and expenditures are not in balance).  
M. Identifying all grant compliance requirements and developing appropriate mechanisms to track compliance.  

N. Coordinating any information requested by grantor, including on-site audits, during or after the grant period.
O. Ensuring that funds are expended consistent with the purpose for which the award is made.  

P. Performing the grant work scope.
Q. Avoiding cost overruns and unallowable costs.
R. Closing out the grant in accordance with Section IX of this Procedure. 

S. Preparing and implementing a Corrective Action Plan for any findings noted in any audit.


If other funds are used in addition to grant funds for a program or project, the grant funds, unless otherwise required by the grantor, must be expended first.
Three months before the end of the grant period, the project manager provides the Grants Coordinator the estimated amount of grant funds that will not be expended and/or reimbursed by the end of the grant period. If there will be unexpended grant funds, the project manager, Grants Coordinator and Finance Department will review the grant documents to determine if the remaining grant funds are eligible to pay other expenditures. The project manager notifies the Grants Coordinator and the Assistant City Manager the ultimate amount, if any, of unused grant proceeds and written explanation why funds were not fully utilized.  


VI.   FINANCE Department Duties
The following are responsibilities of the Finance Department:
A. Setting up each grant as separate cost center in the City’s financial system as soon as a grant is accepted.

B. Working with project managers to assure grant revenues and expenditures are accurate in the financial system.

C. Working with project managers to obtain accurate grant revenues and expenditures projections for the annual budget.
D. Providing information project managers need to prepare grant reimbursement requests, with as little manual manipulation as possible.

E. Receiving and depositing grant revenues. Assure deposits are coded to the appropriate cost center.
F. Preparing and distributing a Grant Status Report each quarter to the Grants Coordinator, Finance Director and Assistant City Manager (see Attachment 4). The report shows
G.  for each grant the following: 
· Grantor

· Grant Amount

· Grant period

· Expenditures life-to-date

· Grant balance available for expenditure

· Revenues received life-to-date
· Amounts billed to grantor and not received 

· Costs incurred but not yet billed

· Name of project manager 
The source of any information presented in the Grant Status Report that is not obtained from the City’s financial system should be documented in the appropriate grant file. 
Grants should remain on the active section of the Grant Status Report until they are closed out in accordance with Section IX of this Procedure.
The Finance Department assures grant expenditures equals grants revenues and reconciles the amount of grants receivable per the financial system to the difference between the Expenditures Life-to-Date column and the Received to Date column of the Grant Status Report for all reimbursement grants.
H. Recording grant receivables, accrued income/expenditures and deferred income in the City’s financial system at year end. Assure recorded amounts agree with amounts in the June 30 Grant Status Report.   
I. Providing technical assistance to operating departments in preparing grant applications, submitting reports and maintaining grant files, including the development of any custom accounting reports required to effectively administer the grant.
J. Maintaining the general ledger, assigning account numbers, processing budgetary and financial entries, providing assistance to departments in reconciling subsidiary ledgers maintained outside the financial system to control accounts, and closing the general ledger at fiscal year end.
K. Facilitating the carryover of remaining budget balances into the new fiscal year when applicable.

VII. GRANT BILLING
The project manager prepares reimbursement claims for all reimbursement grants timely as specified in the grant award. If the grant award does not specify due dates for reimbursements, eligible costs should be billed on a monthly basis unless they are less than $10,000. Grants shall be billed at least quarterly regardless of amount. The project manager submits the reimbursement claim to the Finance Department for approval before submitting the claim to the grantor. 

The project manager notifies the grantor to remit payments directly to the Finance Department. The Finance Department notifies the project manager of funds received by emailing a copy of the remittance advice. The project manager maintains a spreadsheet in the grant files that contains information on all reimbursement requests and payments by date. The Finance Department ensures the spreadsheet records agree to the general ledger. 


For any expenditure that is not approved and reimbursed by the granting agency, the project manager notifies the Finance Department and provides the account number to reclassify the disallowed expenditure. The final reimbursement request is reviewed by the Finance Director prior to submission.
Indirect costs of administering grant programs will be recovered to the maximum extent feasible.

VIII. GRANTS COORDINATOR DUTIES
The Grants Coordinator is responsible for:
A. Scheduling a grant kickoff meeting as soon as a grant is awarded with the project manager and the Finance Department to:

a. Assure the project manager understands his/her grant responsibilities related to this Procedure.

b. Specifically identify the key grant provisions for which the project manager will monitor compliance.
c. Identify reports and dates they are due to grantor.

d. Agree on schedule for billing the grant in accordance with Section VII of this Procedure.

B. Reviewing quarterly Grants Status Report to assure all grants are reported, grants are being expended, billed and collected in a timely manner. Work with Finance Director and Assistant City Manager to take appropriate action when grants are not being expended, billed or collected in a timely manner.

C. Scheduling a grant close-out meeting with the project manager and Finance Department at the end of the grant period as discussed in Section IX of this Procedure. 
D. Reviewing grant files to assure project manager has signed off compliance with each key compliance requirement quarterly. 
E. Maintaining a calendar of due dates of various reports due to the grantor and ensuring that project managers submit the reports to grantors by due dates.

F. Providing training to project managers regarding administration of grants.
IX. Grant Close Out
The project manager complies with the formal close out procedures per the Grant Award/agreement. The Grants Coordinator schedules a meeting with the project manager and the Finance Department to close the grant file. This meeting is to assure that:
A. Affected employees are notified that the project is completed and no other costs can be charged to the cost center.
B. Final invoicing has been done and all grant revenues received.
C. Grant files are complete and are retained for period of time required by the grant award/agreement.
D. Grantor close-out documents have been identified, completed and submitted.
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Grant Files – Table of Contents





3

Grant Status Report







4
ATTACHMENT 1
GRANT INTAKE CHECKLIST

This checklist is to be completed by the department that wants to pursue grant funding and must be approved by the Assistant City Manager prior to submitting a grant application.
A. Grant Name _________________________________________________________

B. Grantor_____________________________________________________________
C. Purpose of Grant______________________________________________________

________________________________________________________________________
D. Grant amount________________________________________________________

E. How are City plans and objectives enhanced by use of this grant?

________________________________________________________________________
________________________________________________________________________
F. At the conclusion of the grant period, what ongoing commitments or obligations related to the program/project will the City have?

________________________________________________________________________________________________________________________________________________
G. What staffing increases (including full time, part time, temporary, or partial increases to any positions) are contemplated during the program/project?
________________________________________________________________________
________________________________________________________________________
H. What City fund will record the grant proceeds?__________________________
I. What is maximum amount of indirect administrative overhead costs that can be charged to the grant?
________________________________________________________________________
________________________________________________________________________
J. What matching funds or in-kind contributions are required and if so, what resources have been identified?
________________________________________________________________________
________________________________________________________________________
Submitted by_________________


Reviewed by___________________

Date_________________________


Date__________________________

ATTACHMENT 3

GRANT FILES – TABLE OF CONTENTS
I. GRANT DOCUMENTS

Grant Summary Form

Grant award/agreement

Staff report and reso

Proposal/initial budget

Grant Application Checklist

Consultant contracts/amendments

II. INTERNAL FINANCIAL INFO

MOMS reports

Budgets

RFP/RFQ, related responses and scoring sheets

Purchase orders

Revenues - evidence of grant collections

III. GRANT BILLING

Reimbursement requests/related support 

Vendor/contractor invoices

Status reports/program reports

Billed & collected spreadsheet

IV. COMPLIANCE

LBE/MBE/DVBE compliance

Audits / related resolution

Inspection reports

V. Correspondence

VI. Close out

Final grantor close-out documents
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