Grant Management Policy

City of Richmond
FY2012‐13 GRANT MANAGEMENT POLICY
OVERVIEW
With state‐takeaways and continued decreases in key General Fund revenues, grant revenues have
become an even more important part of the City’s overall resource picture, especially in funding capital
improvements. Although grant programs themselves are being reduced and becoming more
competitive, actively seeking out grant revenues that assist in achieving identified City goals and
objectives should nonetheless play a key role in the City’s overall financial health strategies.
The purpose of this policy is to set forth an overall framework for guiding the City’s use and
management of grant resources.
GOALS
1.
2.
3.
4.
5.

Set forth the importance of grant programs in accomplishing City goals and objectives.
Establish general concepts and framework for seeking and managing grant programs.
Identify roles and responsibilities in managing grant programs.
Establish criteria for evaluating the benefits and costs of grant programs.
Set forth the City’s policy in complying with Single Audit Act requirements.

GENERAL CONCEPTS AND FRAMEWORK
1.

The City will aggressively pursue grant funding from federal, state and other sources, consistent
with identified City goals and objectives.

2. Aside from entitlement grants, the City should focus its efforts on securing grants for capital
improvements. This approach will allow the City to compete for projects that might not otherwise
be affordable, while maintaining financial independence should future grant sources diminish.
Grants for operating purposes may be considered on a case‐by‐case basis after careful consideration
of the benefits of the program and the ongoing impacts on the City if grant funding is no longer
available.
3. The City should extensively analyze grants that fund “pilot” operating programs or short‐term
staffing enhancements to existing programs. Taking on these programs could ultimately aggravate
the City’s fiscal position should the desire for the program remain once the grant funding is no
longer available.
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4. The City will only seek grants when sufficient staff resources are available to effectively administer
the program in compliance with grant requirements and successfully perform the grant work scope
and provide necessary matching requirements (both cash and in‐kind matches).
5. Indirect costs of administering grant programs will be recovered to the maximum extent feasible.
6. Operating departments have the primary responsibility for seeking out grant opportunities, for
preparing effective grant applications and for successfully managing grant programs after they have
been awarded.
7. Operating departments should develop a simple system that tracks grant funding availability in their
functional areas. Using this system, all capital improvement plan budget requests will evaluate and
document the ability of grants to assist in funding the project.
ROLES AND RESPONSIBILITIES
City Council
Approves all grant applications in excess of $5,000 and delegates receipt and contract execution to the
City Manager if delegation is allowed by the grantor agency.
City Manager or Designee
Receives grants and executes related contract documents when delegated to do so by the Council.
Finance Director/Finance Department
1. Develops, recommends and maintains grant management policies.
2. Provides technical assistance to operating departments in preparing grant applications, submitting
reports, maintaining records and responding to any audit or information requests from granting
agencies.
3. Coordinates preparation and distribution of single audit reports.
4. Maintains master file of all grant award documents.
5. Monitors and assists as needed with operating departments on grant‐related tasks:
a. Maintains financial and other records in accordance with grant requirements.
b. Monitors grant expenditures and receipt of revenues.
b‐ i. All departments receiving grant funds shall follow the City of Richmond Policy for
Receipt and Control of City Funds as laid out in Administrative Procedure (AP) 502.
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b‐ii. All income including Program Income resulting from a grant funded project or program
shall be managed and maintained per the terms of the award letter, grant agreement,
contract or other document from the granting agency.
b‐iii. Cash on hand shall be used first before requesting additional funds unless permitted
under the terms of the grant agreement.
b‐iv. Review advances and disbursements quarterly to determine interest earned.
Disbursement of interest must be made to the granting agency unless otherwise stated in
the agreement.
b‐v. All receivables have to be reconciled quarterly by the Senior Accountant and approved
by the Finance Manager.
b.‐vi. Unless otherwise prohibited by the grant agreement, cash on hand shall be invested in
an interest bearing account until required for disbursement.
c. Completes and submits required reports, including requests for funds.
d. Coordinates on‐site management reviews by the grantor agency during the grant term.
e. Ensures compliance with grant requirements, paying special attention to those areas where
the grantor’s administrative procedures are different from the City’s.
f. A copy of the reports submitted shall be maintained by the preparer and scanned copies of
the report will be sent to Finance Department. This report will be saved in the grant section
of the accounting software menu.
f‐i Departments receiving grants are responsible for providing financial reports required by
the grantor.
f‐ii Reports prepared shall be forwarded by the preparer to the Finance Director or his
designee for review and approval prior to submission to the grantor.

Operating Departments
1. On an ongoing basis, maintains information regarding grant availability within their functional areas
of responsibility.
2. Evaluates benefits and costs of specific grant programs on a case‐by‐case basis:
a. Purpose of the grant program and its compatibility with identified City goals and objectives.
b. Additional staffing, office space, facilities, supplies or equipment that will be required if the
grant is awarded.
c. Ongoing impacts of the grant program after it is completed.
d. Responsibilities of other departments and impacts on them in preparing the grant application or
performing work scope if the grant is approved.
e. Amount of indirect costs to be recovered from the grant.
3

Grant Management Policy
f.

Total program costs, including portion funded through grant revenues and any required City
contribution, both through a cash match or in‐kind match.
g. Source of funding for any required City share.
h. Compliance and audit requirements, paying special attention to those areas where the grantor’s
administrative procedures are different than the City’s.
3. Prepares grant applications.
a. Works with the grantor agency in identifying special program requirements and developing
strategies for preparing a successful grant application.
b. Completes grant application documents.
c. Coordinates with affected departments as necessary.
d. For grants in excess of $5,000, prepares a Council agenda report requesting authorization to
seek grant funding. This report should describe the grant program’s conformance with this
policy, including the results of the cost/benefit analysis.
e. For grants of $5,000 or less, submits the grant application, subject to the following conditions:
 It will not add regular staffing.
 Any matching funds or in‐kind contributions are already available within existing resources,
and no additional appropriation of unreserved, undesignated fund balance or working
capital is required.
 At the conclusion of the grant, there will be no ongoing commitments or obligations to
continue the program.
 The purpose of the grant program is clearly consistent with current City plans, policies and
goals.
4. Administers grant programs if awarded.
a. For grants in excess of $5,000, prepares a City Council agenda report accepting grant award,
including grant summary form budget amendment request and any other required City forms or
documents; and coordinate execution of grant documents by the City Manager and return
executed documents to grantor agency.
b. For grants of $5,000 or less, executes and return grant documents to grantor agency.
c. Notifies affected departments of grant award.
d. Maintains financial and other records in accordance with grant requirements.
e. Completes and submits required reports, including requests for funds.
f. Monitors grant expenditures and receipt of revenues.
g. Coordinates on‐site management reviews by the grantor agency during the grant term.
h. Ensures compliance with grant requirements, paying special attention to those areas where the
grantor’s administrative procedures are different than the City’s.
i. Performs the grant work scope.
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5. Completes grant closeout.
a. Completes the grant work scope.
b. Notifies affected departments that the project is completed and schedules a “close‐out”
meeting if necessary to resolve any final procedural issues.
c. Ensures final receipt of grant revenues.
d. Prepares and submits any required grant close‐out documents.
e. Reviews grant file for completeness.
f. Retains all necessary program and financial records for the period of time required by grantor
agency.
g. Coordinates any on‐site management reviews or audits after the grant is completed.
h. Resolves any audit findings.
i. Ensures that the City’s policy regarding single audit act requirements is implemented as
discussed below.
Other Departments
Provides assistance to the managing department as identified during the grant application and award
process.

SINGLE AUDIT ACT REQUIREMENTS
Background
The City is subject to the financial and compliance requirements of the Single Audit Act of 1984, which is
applicable to all local and state governments expending more than $500,000 in federal financial
assistance during a fiscal year. The purpose of the Act is to:
1. Improve the financial management and accountability of state and local governments with respect
to federal financial assistance programs.
2. Establish uniform requirements for audits of federal grants.
3. Promote efficient and effective use of audit resources.
4. Assure that federal departments and agencies rely upon and use audit work performed during a
single audit rather than performing the audit work themselves.
Under this Act, federal grants are under an inclusive single audit program that is incorporated into the
City’s annual audit and financial report preparation process. During the audit, tests are made to
determine the adequacy of the internal control structure, including that portion related to federal
financial assistance programs, as well as to determine that the City has complied with applicable laws
and regulations.
City’s Policy Regarding the Single Audit Approach
For federal grants included in the scope of the City’s single audit approach, it is the City’s policy that all
financial and compliance issues have been met through the single audit, and follow‐up audits to
determine these issues are not necessary unless specifically related to findings or recommendations
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included in the single audit report. As noted above, the purpose of the Act is to establish uniform audit
requirements, promote efficient use of audit resources, and assure that federal agencies rely upon audit
work already completed; its purpose is not to audit local agencies twice. Accordingly, the City will
strongly resist any efforts by federal agencies to duplicate audit work already performed in complying
with Act requirements. As such, whenever federal grantor agencies request final audits, the managing
department should notify the Department of Finance in order to ensure a consistent response to these
types of requests.
Other Regulations
All grants are subject to Federal, State and Local Regulations. These regulations may be updated from
time to time by the Federal or State government. The applicable guidelines will vary depending upon
the grant awarded. The following are regulations that provide guidelines for grant administration and
followed by the City:
A. Office of Management and Budget (OMB)
a. Circular A‐21 –cost principles for determining cost applicable to grants, contracts and
other agreements with educational institutions.
b. Circular A‐87 – establishes principles and standards for determining cost for Federal
awards carried through grants, cost reimbursement contracts and other agreements
with State and local governments.
c. Circular A‐102 – establishes consistency and uniformity among Federal agencies in the
management of grants. This included the adoption of government‐wide common rule
for terms and conditions on grants.
d. Circular A‐110 – uniform administrative requirements for grants and agreements with
Institutions of Higher Education, Hospitals and other non‐profit organizations.
e. Circular A‐122 – establishes cost principles for determining cost of grants, contracts and
other agreements with non‐profit organizations.
B. Federal Acquisition Regulation (FAR) subpart 31.2 – defines allowable and unallowable costs
regarding contracts with commercial organizations.
C. 45 Code of Federal Regulation (CFR) 74 – establishes uniform administrative requirements to
determine cost applicable to research and development under grants and contracts with
hospitals.
ATTACHMENTS
a.
b.
c.
d.
e.

Grant Information Form
Fixed Asset Procedure
Grant Internal Control Procedure
SEFA Preparation Procedure
Administrative Procedure (AP) 502
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General Information
Grant Title
Grant Award Number
Amount of Grant Award
Description of grant & scope

Will this grant require city match? Yes
If yes, define the match and amount

No

Name of Granting Agency
Type of agency, please check one: Federal
State
If Federal pass‐through, name the Federal Agency
Catalog of Federal Domestic Assistance Number (CFDA)
Pass‐through entity number
Name of Agency Contact & position title

Other

Telephone number & email address
Responsible City of Richmond Department
Department Contact, name and position title
Telephone number and e‐mail address
City Council Resolution number
Date approved
Award period: Start date
End date
Reimbursement
Basis of grant cash draws, check one ? Advance
If advance, what is this grant's policy in drawing advance?

Yes
If yes, provide brief description of fixed asset.

Will this grant purchase fixed asset?
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No

Grant Budget
Fund _____________
Description
Revenue
Staffing
Contract Services

Org number ___________________
Object #
Match
Grant Portion
$
$

Total Cost
$

Supplies & other operating exp
Indirect cost @_____% of Direct Costs

Purchase of fixed asset
Capital Outlay(other than fixed asset)

Grand Total

$

Is budget amendment required?
If yes, attached the budget form.

Yes

$

$
No

Comments (please note significant or unusual compliance requirements)

Prepared by _________________________________ Date
Please scan and send the following:
Grant application
Award Letter
Grant agreement
City Council Resolution
Staff Report
\\ci.richmond.ca.us\s1\MyFiles1\Finance\valentC\My Documents\Grant Policy\Clean copy for meeting\[Grant Information Form.xlsx]form

updated 3.6.13

8:41:28 AM
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Internal Control for Grants Received
The City of Richmond has established the following procedures for managing grants to ensure proper
recording and adherence to grant requirements.
Recording Grant Awards
When a grant is awarded to the City, the Project Manager/department staff forwards the grant
documents to the Grant Manager. The Department receiving the grant also prepares an agenda report
to the City Council for the acceptance of the grant. This identifies how the grant is going to be spent.
The Grant Manager creates a project number for each grant received. In the past, a hard copy of the
grant agreement/award and City Council resolution were kept on file for each grant. Now, it is
electronically attached to the project number in the accounting software of the City. The Grant
Manager creates project numbers only if the grant has been accepted by the City Council and a budget
has been established. This ensures that the transactions will be captured in the correct accounts and
required expenditure matching is fully accounted for.
In MUNIS, the City’s accounting software, the Grant Manager writes pertinent information in the project
master menu. This includes data such as description of the project, name of project manager, reporting
requirements, start and end date, fixed asset information and other federal required items such as the
Catalog of Federal Domestic Assistance number (CFDA), State Identification Number (ID), etc.
Monitoring Grant Awards
Each Department prepares a monthly report to the City Manager and Finance Director. The Grant
Manager prepares the status of each outstanding grant in the City. The report includes the name of
grant, Project Manager, amount awarded, start/end date, current amount spent and reimbursements
received. There is also Grant Cash Status Report that shows the anticipated reimbursements to be
received in the near future, and if not, an explanation is included. The Grant Manager is in constant
contact with the Project Managers to find out the current status of each grant. They discuss what
activities are allowable and not allowable based on the expenditure and the specific grant agreement.
Procedures Installed
Fixed asset and Schedule of Expenditures of Federal Awards (SEFA) procedures were prepared; now
being implemented by Finance Department and have been disseminated to all Project Managers.
Grant Reports
The Project Managers prepare their own reports. From time to time the Grant Manager assists in
preparation of grant reports. The reports are based on time cards, invoices and payroll transactions
printed from MUNIS. The summary of reports are reconciled to the total of each item submitted. When
required, a copy of the detail transaction is scanned to the grantor. A spreadsheet is prepared and
submitted to the grantor to facilitate presentation.

