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A GUIDE TO GRANTS 

ADMINISTRATION

òThe guide is a work-in-progress;

ò It is designed to serve as a reference 

guide;

ò It does not reflect the processes for all 

grants;

òResearch of referenced sites required.



ò Guide to Grants Administration

ò Time and Effort Reporting

òFederal Fundsõ Expenditure Review

ò State and Federal Grants 
Reimbursement Structure

òARRA & Expiring Grantsõ Close Out

ò Future Deadlines and New 
Developments

PURPOSE



òHighlights:
ÅCommon Grant Requirements

Å Financial Management and Accounting

ÅBasic Cost Principles

ÅRecord Keeping for 

Grant-Funded Personnel

ÅProcurement/Subcontracts

A GUIDE TO GRANTS ADMINISTRATION



ò Highlights:

ÅProperty Management

ÅProgram Reporting 

ÅGrant Payment

ÅExpenditure Reporting 

ÅAudits

ÅEnforcement for Noncompliance

ÅGrant Close-Out

A GUIDE TO GRANTS ADMINISTRATION



ò Resources:

é The Guide

é Program rules:www.ed.gov

é Education Department General Administrative Regulations 
(EDGAR):www.ed.gov/policy/fund/edgarReg/edgar.html

é Federal American Recovery and Reinvestment Act of 2009 

Reporting and Recordkeeping Requirementsð
www.federalreporting.govSee Forms and Instructions

é OMB Circulars:www.whitehouse.gov/omb/circulars

é Public Education Department:www.ped.state.nm.us

A GUIDE TO GRANTS ADMINISTRATION

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 A-87

òIf federal funds are used for salaries, òtime 

and effort recordsó must be kept

òMust demonstrate that employees paid with 

federal funds actually worked on the specific 

federal program

ò Applies to all employees who 

are paid with federal funds



SINGLE COST OBJECTIVE

If an employee works on a single cost 

objective, these documents are required:

éSemi-Annual Certification

éSigned by employee or supervisor every six 

months

éExample:  òI hereby certify that, for the period 

January 1, 2005 through June 30, 2005, 

one-hundred percent (100%) of my time and 

effort was spent on Title III Administration.ó



New Mexico Public Education Department

Single Program Cost Objective

Semiannual Certification

Month:_____________________________ District Fiscal Year:

Grant Name Fund Code CFDA Number

I hereby certify that for the period _________________, through ________________. I 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. I have full knowledge of this grant.

Employee Signature Date

Supervisor's Signature Date

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

Sample

Sample



MULTIPLE COST OBJECTIVES

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

Personnel Activity Report (PAR) or equivalent 
documentation

ðAfter the fact

ðAccount for total activity

ðSigned by employee

ðPrepared at least monthly and coincide with 
one or more pay periods



Month:_____________________________ 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%

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.

I hereby certify that for the month stated above I 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. I have full 

knowledge of these objectives.

New Mexico Public Education Department

Multi Cost Objectives

Personnel Activity Report

Monthly Report



INDIRECT COST RATES

ò Rates Effective July 1, 2011

Å Rates available from PED website as of 4/15/11
Å Based on review of 2009 - 10 expenditures
Å Reference Forms and Instructions section of Flow 

through Procedures Manual for 2011 Rates
Å Use 2011 Rates for FY 2012 Applications 
Å Apply to Expenditures for FY 2011 - 2012



CONTACT INFORMATION

Maria Fidalgo    827-3856

Gilbert Kometa 827-6617



FEDERAL FUNDSõ EXPENDITURE REVIEW

òStatus of ARRA Fund Expenditures

òARRA Funding Impact on Federal Funds 

Available

òSuperintendentsõ Status Report



AVAILABLE FUNDS ARRA
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EXPENDITURE STATUS ARRAFUNDS

$0.00

$10,000,000.00

$20,000,000.00

$30,000,000.00

$40,000,000.00

$50,000,000.00

$60,000,000.00

$70,000,000.00

$80,000,000.00

$90,000,000.00

$100,000,000.00

24201 24206

ARRA Funds

Series1 Series2 Series3

$0.00

$1,000,000.00

$2,000,000.00

$3,000,000.00

$4,000,000.00

$5,000,000.00

$6,000,000.00

$7,000,000.00

$8,000,000.00

$9,000,000.00

$10,000,000.00

24209 24213 24224 24262

ARRA Funds

Series1 Series2 Series3



ARRA FUNDING IMPACT

AVAILABLE FEDERAL FUNDS

24101 Total 24106 Total 24109 Total 24119 Total 24124 Total 24153 Total 24154 Total 24160 Total

Series1 63.35% 65.48% 70.60% 68.91% 92.44% 47.36% 63.54% 76.35%
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EXPENDITURE STATUS FEDERALFUNDS 
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SUPERINTENDENTS REPORT

Complete report for all districts located within Charts and Graphs section 

of FlowthroughProcedures Manual



FEDERAL FUNDSõ EXPENDITURE REVIEW

òTake Away Points

éARRA expenditure level indicates Special Education 

program may revert 50% funding

éARRA funds widened GY10 federal carryover gap

éSpending Pattern Indicators

ðFederal funding resources greater than uses

ðAllowable use of funding needs review

ðStrategic planning for use of carryover in FY12



STATE AND FEDERAL GRANTS 

REIMBURSEMENT STRUCTURE

òDistrict to Dependent Charter Workflow

òSpecial Education ðCoordinated EIS & Private 

School Share



DEPENDENT CHARTER RFR PROCESS

The Charter will 

create an RfR 

through OBMS

When the RfR is 

submitted, it will be 

routed to the district 

for review and 

approval 

District will approve 

/deny/request 

changes for the RfR 

If
 c

h
a
n
g
e
s
 a

re
 r

e
q
u
e
s
te

d

District will record 

payable in G/L for 

Charterôs approved 

RfR request

If
 r

e
q
u
e
s
t

is
 a

p
p
ro

v
e
d

District will submit 

RfR (YTD 

expenditures which 

include Charter ós 

expenditures)

District will 

Reimburse the 

Charter and record 

payment in OBMS 

RfR

PED will 

review/approve 

Districtôs RfR and 

reimburse District 



DISTRICT TO DEPENDENT CHARTER 

WORKFLOW

ò Parent district budgets the total dependent chartersõ sub-
awards in 55912.

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

ò District will close and process the monthõs financials and 
create an RfR, which will include the districtõs expenditures 
as well as the chartersõ accumulated expenditures in 
55912.

ò District will receive itõs RfR reimbursement, will clear the 
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:  Illustration available within Charts and Graphs section of FlowthroughProcedures 
Manual



DISTRICT TO DEPENDENT CHARTER T ACCOUNT

OBMS - BUDGET



DISTRICT TO DEPENDENT CHARTER T ACCOUNT

OBMS - RfR


