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A GUIDE TO GRANTS

ADMINISTRATION

o The guide Is a workn-progress;

o It Is designhed to serve as a reference
guide;

o It does not reflect the processes for all
grants;

o Research of referenced sites required.



PURPOSE

Guide to Grants Administration
Time and Effort Reporting
Feder al Fundsao

State and Federal Grants
Reimbursement Structure

o ARRA & Explring
o Future Deadlines and New
Developments




A GUIDE TO GRANTS ADMINISTRAT [N

o Highlights:
A Common Grant Requirements
A Financial Management and Accounting
A Basic Cost Principles
A Record Keeping for
GrantFunded Personnel
A Procurement/Subcontracts
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A Program Reporting
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A GUIDE TO GRANTS ADMINISTRATION

o Resources:
¢ The Guide
¢ Program rules:www.ed.gov

¢ Education Department General Administrative Regulations
(EDGARwww.ed.gov/policy/fund/edgarReg/edgar. html

¢ Federal American Recovery and Reinvestment Act of 2009
Reporting and Recordkeeping Requirements
www.federalreporting.govSee Forms and Instructions

¢ OMB Circulars:www.whitehouse.gov/omb/circulars
¢ Public Education Departmentwww.ped.state.nm.us



http://www.ed.gov/
http://www.ed.gov/policy/fund/edgarReg/edgar.html
http://www.federalreporting.gov/
http://www.whitehouse.gov/omb/circulars
http://www.sde.state.nm.us/

TIME AND EFFORT REPORTING
OMB CIRCULAR-3V

o | f feder al funds ar e u
and effort rleptordso mu

o Must demonstrate that employees paid with
federal funds actually worked on the specific

federal program

o Appliesto all employees who
are paid with federal funds




SINGLE COST OBJECTIVE

If an employee works on a single cost

objective, these documents are required:
¢ SemrAnnual Certification

¢ Signed by employee or supervisor every Six
months

csExampl e: Ol hereby ce
January 1, 2005 through June 30, 2005,
one-hundred percent (100%) of my time and
ef fort was spent on TI



New Mexico Public Education Department

Single Program Cost Objective

Sample

Semiannual Certification

Month: District Fiscal Year:
Grant Name Fund Code CFDA Number
| hereby certify that for the period , through . | spent

100% of my time on the above stated Grant. This report is a confirmation of the total activity
and actual effort expended for the period indicated. | have full knowledge of this grant.

Employee Signature Date

Supervisor's Signature S a.l I l p I ete

This form must be kept on file to support allocation of cost to this grant.




MULTIPLE COST OBJECTIVES

If an employee works on multiple cost
objectives, this document Is required:

Personnel Activity Report (PAR) or equivalent
documentation

5 After the fact
5 Account for total activity
5 Signed by employee

5 Prepared at least monthly and coincide with
one or more pay periods



Month:

New Mexico Public Education Department
Multi Cost Objectives
Personnel Activity Report
Monthly Report

District Fiscal Year:

Employee Name:

Position:

Grant Name:

CFDA Number:

Percentage

Cost Objective Time of Time
1 1.00 100%
2 0.00 0%
3 0.00 0%
4 0.00 0%
5 0.00 0%

1.00 100.00%

| hereby certify that for the month stated above | spent the above stated time on the cost objectives above.
This report is a confirmation of the total activity and actual effort expended for the period indicated. | have full

knowledge of these objectives.

Employee Signature

Date

Supervisor's Signature

Date

Completion of this form is required for all federally funded employees working on a multi cost objective
Employees must complete this form monthly and have their supervisor sign it.
This form must be kept on file to support allocation of cost to the various objectives.
The Cost Objectives are the approved objectives stated in the grant proposal.




INDIRECT COST RATES

o Rates Effective July 1, 2011

A Rates available from PED website as of 4/15/11
A Based on review of 2009- 10 expenditures

A Reference Forms and Instructions section of Flow
through Procedures Manual for 2011 Rates

A Use 2011 Rates for FY 2012 Applications
A Apply to Expenditures for FY 2011- 2012
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FPEDERAL FUNDS QU A

o Status of ARRA Fund Expenditures

o ARRA Funding Impact on Federal Funds
Avallable

soSuperi ntendent so St



AVAILABLE FUNDSRRA

Remaining funds for ARR/
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ARRA FUNDING IMPACT
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AVAILABLE FEDERAL FUNDS

Remaining Balance by fund

nithl
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EXPENDITURE STATEEDERAIEUNDS

Major Federal Funds
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SUPERINTENDENTS REPORT

‘ ‘ 10.11 ‘ %
Fund |Fund Name 09.10 C.0. | Allocation Paid Remainineg | Remaining
SCHOOL
24201 |Title | ARRA 22,296.00 521,968 328.44 1.47%
24206 | Entitlement ARRA 26,229.00 4 313.85 21,915.15 83.55%
24209 | Pre-5chool ARRA 5987.00 50.00 5987.00 100 003
24101 |Title | Basic 52,640.00 %38,435.00 519,216.14 521,858.86 53.22%
24106 | Entitlement Basic 534,859.00 535,655.00 514,540.79 555,873.21 79 38%
24109 | Pre-School Basic 53,174.15 53,943.00 S464 97 56,652.18 93.47%
Total 540,673.15 5127,545.00 560,503.31 5107,714.84

Complete report for all districts located within Charts and Graphs section
of FlowthroughProcedures Manual



FPEDERAL FUNDS QU A

o Take Away Points

¢ ARRA expenditure level indicates Special Educatic
program may revert 50% funding

¢ A
¢ S

RRA funds widened GY10 federal carryover gap

pending Pattern Indicators

s Federal funding resources greater than uses
5 Allowable use of funding needs review
5 Strategic planning for use of carryover in FY12



STATE AND FEDERAL GRANTS
REIMBURSEMENT STRUCTURE

o District to Dependent Charter Workflow

o Special Educatiord Coordinated EIS & Private
School Share



If changes are requested

DEPENDENT CHARTER RFR PROCESS

approved

If request is approved




DISTRICT TO DEPENDENT CHARTER

WORKFLOW

o/Parent district Dblu\d\g eliShusinn
awards in 55912.

o As the charters submit their RfRs to the district, the district
will create a payable:DR: 55912 CR:A/P

d/YIB/L/pT/ e/t wil|l cl ose and pr
create an Rf R, whi ch wi | |
as wel | as the charterso a
55912.

o DI stri ct wi | | recel ve 1|1t o0s

A/P to the charter by disbursing the cash to the charter
and record the payment within RfR, noting the check # and
check date.

Note: lllustration available within Charts and Graphs sectionébwthroughProcedures
Manual




DISTRICT TO DEPENDENT CHARTER T ACC
OBMS-BUDGET

District Dependent Charter
Sources 44500 - Restricted Grants Federal Flowthrough 41924 - Federal Grants from District
60,000 40,000
Uses Function 1000; Object Code 51300 Additional Comp Function 1000; Object Code 51100 Salaries Expense
20,000 30,000
Function 2500; Object Code 55912 F/T Grants to Charters Function 1000; Object Code 51200 Overtime Expense

40,000 10,000







