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}Guide to Grants 
Administration

}Time and Effort Reporting
}State and Federal Grants 

Reimbursement System
}Future Deadlines and New 

Developments



}The guide is a work - in- progress;

}It is designed to serve as a reference 
guide;

}It does not reflect the processes for all 
grants;

}Research of referenced sites required.



}Highlights :
C̋ommon Grant Requirements
F̋inancial Management and Accounting
B̋asic Cost Principles
R̋ecord Keeping for 
Grant - Funded Personnel
P̋rocurement/Subcontracts



}Highlights :

P̋roperty Management

P̋rogram Reporting 

G̋rant Payment

E̋xpenditure Reporting 

A̋udits

E̋nforcement for Noncompliance

G̋rant Close - Out



} Resources:
ƁThe Guide
ƁProgram rules: www.ed.gov
ÁEducation Department General Administrative 

Regulations (EDGAR):
www.ed.gov/policy/fund/edgarReg/edgar.htm l
ƁFederal American Recovery and Reinvestment Act 

of 2009 Reporting and Recordkeeping Requirements 
w˾ww.federalreporting.gov See Forms and 

Instructions
ƁOMB Circulars:

www.whitehouse.gov/omb/circulars
ƁPublic Education Department: www.ped.state.nm.us

http://www.ed.gov/
http://www.ed.gov/policy/fund/edgarReg/edgar.html
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/


}If federal funds are used for salaries, 
̆ÙÎÒÊdÆÓÉdÊËËÔ×Ùd×ÊÈÔ×ÉØ̇dÒÚØÙdÇÊdkept

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

}Applies to all employees who 

are paid with federal funds



If an employee works on a single cost 

objective, these documents are required:
ƁSemi- Annual Certification

ƁSigned by employee or supervisor every six 
months

ƁªÝÆÒÕÑÊ~dd̆®dÍÊ×ÊÇÞdÈÊ×ÙÎËÞdÙÍÆÙpdËÔ×dÙÍÊdÕÊ×ÎÔÉd
January 1, 2011 through June 30, 20115, one-
hundred percent (100%) of my time and effort 
ÜÆØdØÕÊÓÙdÔÓd¹ÎÙÑÊd®®®d¦ÉÒÎÓÎØÙ×ÆÙÎÔÓṙ



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.



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

Personnel Activity Report (PAR) or equivalent 
documentation

¶After the fact
¶Account for total activity
¶Signed by employee
¶Prepared 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



}Rates Effective July 1, 2011

ÅRates available from PED website as of 4/15/11
ÅBased on review of 2009 - 10 expenditures
ÅReference Forms and Instructions section of Flow 

through Procedures Manual for 2011 Rates
ÅUse 2011 Rates for FY 2012 Applications 
ÅApply to Expenditures for FY 2011 - 2012



Maria Fidalgo 827 - 3856

Gilbert Kometa 827 - 6617



}Reference:
ƁPED Policy and Procedure for Time and Effort 

Reporting located in Forms and Instructions section 
of Flowthrough Procedures Manual

ƁForms Available at:

http ://ped.state.nm.us/div/admin.serv/fiscal/forms.html



V Establish budget authority (OBMS) prior to 
expenditure of funds

For: Increases/Decreases/Transfers/Maintenance

VSupporting Documentation Attachment (Award 
Letter/Carryover Memo)

VRequired for Districts, Charters and RECs
VAllows:

VTransfer funds to other functions and object codes 
within grant

V ªÓØÚ×ÊØdÈÔÓËÔ×ÒÆÓÈÊdÜÎÙÍdÚØÊdÔËdÕÚÇÑÎÈdËÚÓÉØ̃d
statute

VGains entry to RfR



}If changes, attach letter on 
organizationõs letterhead 
requesting change
ƁMust be signed by valid signatory on 

account
ƁE- mail Scanned Original to Point of 

Contact with cc to Fiscal F/T Analyst:
Point of Contact:
Bobby Torres (PED)
Bobby.torres@state.nm.us
505 - 827 - 6619

Substitute W -9 Form

Â Update address and banking information

Â Complete new form per designated bank account as 
required 



}Funds Not 
Serviced thru 
RfR:

Fund# Fund Name

13000 Transportation

14000 Instructional Materials

24107 Discretionary IDEA-B 

24108 Competitive IDEA-B 

24118 Fresh Fruits & Vegetables

27101 REC Operating Funds  

27117 Technology for Education PED

27138 Incentives for School Impr. Act PED

27145 Libraries - GO Bonds-Laws of 2004

27148 GO Bond Act: Libraries 1994-95 PED

27150 Indian Education ACT

27154 Beginning Teacher Mentoring Program

27155 Breakfast for Elementary Students

27156 Laws of 2005 HB885 - Capital Projects

27158 Reading Materials Fund

27162 Technology Equity HB 622 Severance Tax

27170 Libraries - SB 301 GO Bonds-Laws of 2006

27549 GO Library Books - Laws of 2008

31400 Appropriations Prior to Laws of 2008



} Funds Disbursed In Advance of Expenditure ALLOCATIONS

Fund# Fund Name

13000 Transportation

14000 Instructional Materials

27101 REC Operating Funds  

27138 Incentives for School Impr. Act PED

27154 Beginning Teacher Mentoring Program

27155 Breakfast for Elementary Students


