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PREFAGENDACKNOWLEDGEMENTS

Thisdocument is the Grants Administration Handbookprepared by the grants management
office of the StrategicPlanningand GrantsManagementDepartment. Thehandbookaddresses
the Boardof CountyCommissioner§BOCCpolicy,federal and state laws and regulations,and
other relevantinformation pertainingto grantsadministrationprocessedor Countyworkforce
engagedin grantsadministrationin HillsboroughCounty. The integrity of the C o u n grants s
enterprise dependsupon the knowledgeand experienceof its grants professionalsand it is
important that these professionalshave a thorough understanding of their duties and
responsibilities.It is our hope that this handbookwill assistyou in performing those duties
effectively.

The handbookis organized into 8 chaptersthat articulate the sequential processesn the

pursuit and managementof external grant funding. Chapterl introducesthe purpose of the

handbook the extent of its guidance, and thgoverninglaws,regulations, and policyChapter2

coversthe BOCGGrantsAdministration policyin its entirety. Chapter3 articulatesthe rolesand

responsibilitiesof internal stakeholdersfrom the BOCQo administrativestaff. Chapters4, 5,

and 6 cover the entire grants life-cycle: grant seeking,proposal preparation and submission
activities; notification, review, and acceptanceof grant awards;and, managementof awarded
grants by County personnel.Chapter7 details identification and monitoring of subrecipients
both external and internal and Chapter 8 identifies other important federal guidelinesand

national policy pertainingto grants. Lastly,a glossarydefinesthe many terms and acronyms
found within the grantsindustry and provideslinks to useful grant managementand proposal
writing linksfor more researchandeducation.

The creation of these proceduresand processeswas a collaborative effort of the grants
managementoffice and the C o u n grants administrators.The GMOwishesto acknowledge
and thank all of the contributors to this handbookwho helpedits a u t h araft a document
greatly defined by those whom it is intendedto serve,and specialthanksand appreciationto

the leaders who took on the task of managingtheir colleaguesin teams whom took on

particularchapters.Theseindividualsspentmany hourswriting, proofing, re-writing, organizing
and formatting this handbook. Specifically,the team leaders include: Brenda Blake, Paula
Harvey Eugené’ G e mdenty,EricalefferiesTinaShinkovichandWilliam* Bi | | » Twai t e.

DISCLAIMER

This handbookis not intended to be an exhaustivelisting of all rules, regulations,or laws
relating to grants administration,but is a guide of standardizedproceduresto direct County
personnelin the pursuit, application,and managementof grant proposalsand awards. All
respective departments are responsible for the creation and maintenance of internal
procedureghat will be usedin conjunctionwith theseCountywidestandards.

AllRightsReservedJuly2014
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CHAPTER PURPOSICOPEANDAUTHORITY

PURPOSE

Thepurposeof this handbookis to establishuniform guidelinesinstructingHillsboroughCounty
(HCO)personnelin the pursuit of grant funding and the managementof grant awards.The
handbookdescribesthe grants administration policy and proceduresof HillsboroughCounty
associatedvith:

Grantldentification,Application,and Tracking
GrantAwardNotification,ReviewandAcceptance
GrantOversightandMonitoring
GrantAccountingandReporting
GrantSubrecipienMonitoring

GrantCloseout

= =4 -8 -4 -8 9

SCOPE

Supportand Control

It is the responsibilityof the Grants ManagementOffice under the direction of the County
Administrator to implementthe BOCQ@rantsadministrationpolicy and to provide procedures
that detail the grant proposal seekingprocessand the proper execution, management,and
closeout of the C 0 u n grantawards;and report on the submissiorand statusof grantsin a
mannerthat assurestransparencyand accountabilityto the Board, grantors, and the public.
Thesegrant administration proceduresapply to all grants pursued by County personneland
awardedto the HillsboroughCountyBoardof CountyCommissionerghereinreferredto asthe
“ BOMC” B o a lardl tefine the roles and responsibilitiesof HCOemployeespertainingto
the managementof external funding and compliance with prescribed grant and County
requirements. This handbook and other important grants information can be found at:
www.hillsboroughcounty.org/grants

Thishandbookis not a comprehensivdisting of all rules, regulations,or laws relatingto grants
administration, but is a guide of standardizedproceduresto direct County personnelin the
pursuit, application, and management of grant proposals and awards. All respective
departmentsare responsiblefor the creation and maintenanceof internal proceduresthat will
be usedin conjunctionwith these Countywidestandards.

Definition ofa Grantin HillsboroughCounty

A grant is a multi-defined instrument used to by governmentor private entities to subsidize
programsand projectsthat fit within the funding criteria of each respectivegrantor. Due to

their multi-defined characteristic,’ g r aaartbe dwardedin the form of: loan contracts,loan
guarantees,cooperative agreements,joint participation agreements,contract for services,
private contributions,interlocalagreementsand other typesof contractualdocuments.Grants


http://www.hillsboroughcounty.org/grants




can be unrestricted or restricted, to be used by the recipient in any fashion within the
parameter of the recipient organization'sactivities or for a specificpurpose by the grantor.
Typicallygrantsare intendedto supporta public purpose.Procurementof goodsor servicedor
the direct benefit of the organizationand not for a broaderpublic purposeis generallyawarded
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in the form of a contract.

Forthe purposesof HCOa grantis defined asfinancialassistancewardedto the Countyfrom
an externalentity to carry out a public purposeof supportor stimulation, or when specifically

identified by the awardingagencyasa“ Gr aatthe time of award.

GOVERNINCAWSRANDREGULATIONS

Federal

l

= =4

State
1

il
il
il

FederalGrantand CooperativeAgreementAct of 1977,asincorporatedin Title 31
Section6304 of theU.S.Code.

2 CFRChapterl, and Chapterll, Parts 200, 215, 220, 225, and 230 - Uniform
AdministrativeRequirements CostPrinciples,and Audit Requirementdor federal
Awards(a.k.athe® Om@iir cul ar ” ) .

SingleAudit Actof 1984asamendedin 1996.
OMBCircularA-133andcompliancesupplements.

FloridaStatuesChapterl25.

FloridaAdministrativeCode.

Rulesof the Auditor General Chapterl0.550,LocalGovernmentaEntity Audits.
FloridaSingleAudit Act, FloridaStatutes215.97.

County

il
il

T

BOCGrantAdministrationPolicy03.01.03.00.

BOC®ResolutiorR830197 ,authorizingthe CountyAdministratorto submitgrant
applicationson behalfof the BOCC whicto not bind the Countyin contract.
BOC®ResolutiorR0:064,authorizingthe CountyAdministratorto executerecurring
grantcontractswhereinthe termsandconditionsremainthe same,andbudget
variancesare no more than 10%_collectivelythan the previousyear,and Countymatch
hasbeenbudgeted.
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UPDATEANDREVISIONS

This handbook was developed through collaboration with Hillsborough County grant
administrationpersonnel througha seriesof meetingswith teamsandteam leadersthat began
in March2014.

Thisdocumentis a living document,and containsfederal, state, and Countypolicy that by its

nature may be revisedover time asregulationschange ,new tools emerge,new processesare

designedand risks changérheGrants Managemendfficewill annually review thgrocedures
described herein and in continued collaboration with the personnelit servesupdate this

documentasnecessary oascircumstanceslictate.

REMAINDEBFPAGHENTENTIONALBYANK
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CHAPTER HILLSBOROU@DUNTGRANTADMINISTRATIOROLICY

OnFebruaryl9, 2014,the BOCGdopted a grantsadministrationpolicy that optimizeshow the
C o u n tepdrtments pursue and administer externally funded grants. Its adoption helps
ensurethe Countyfollows all applicablebudgetaryand regulatorygrant regulationsof federal,
state,andnon-profit grantors.

Adherenceto this policy and the proceduresfound herein will promote efficiency, better
transparency, greater accountability, a strategic approach to funding opportunities, and
generallyplacethe Countyin a more competitive position for securinggrant funds. If specific
direction relative to grants cannot be located in these procedures,pleasecontact the grants
managemenbffice for assistance.

PURPOSE

Grants are an exceptional way to fund County projects; however, they come with the

expectationthat all work includingthe managementof the grant award will follow the highest
standardsof the regulatoryand budgetaryrequirementsof the grantor and the County.Failure
to comply with such requirements can lead to a loss of goodwill and the return of funds.
Inadequatereview of grant proposalsor grantawardsmay leadto the CountyspendingGeneral
Revenuefundsto support a grant project inconsistentwith overall strategicdirection, or may
committhe Countyto GeneralRevenuespendingbeyondthe grant period. The purposeof this

policy is to set forth guidancefor the applicationof grant proposalsand the administrationof

grantsawardedto the Countythat ensurethe efficiencyand impact of grant funded programs,
services,and capital improvements;increasegrant revenues;limit the C o u n exposuseto

grant related legalliability; and assuregrantorsand the public that the Countyshalldischarge
its responsibilitiesvith the highestof standards.

POLICY

It isthe policy of the Boardof CountyCommissionerghat the Countywill seekgrantfundingfor

activitiesand assetsthat are determinedto further core Countyfunctions,or that provide for

activities and assetsthat are in the best interest of the County and its residents. Unless
exemptedby Boardaction, all organizationddirectly funded by the Boardshall participatein a

uniform grants administration program under the direction of the County administrator that

will adequatelyassesgrantsprior to submissionand ensurethat grant award functionsfollow

the higheststandardsof the grantor or theCounty.

Grants Identification, Application, and Tracking: Grants pursued by the County must be
consistentwith the C o u n imigsiorsg strategic priorities, or adopted businessplans,and no
grant shallbe submitted without signatureapprovalof the C 0 u n authdrizedorganizational
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representativeor designee;therefore, the submissionof grant proposalsshallbe coordinated
by a centralauthority designated byhe CountyAdministratorsothat the effectson the County
can be reviewed and understood beforehand and the authorizing signaturesobtained; and
grant applications shall provide reasonable and realistic outcomes that are based on
information that will help to best assesshe impact and efficacyof grant activities. Individuals
planningto applyfor an externalgrant are encouragedo notify the grantsmanagemenffice
at the earliestopportunity for support and assistanceAny grant that requiresthe authorizing
signatureof the CountyAdministratorrequiresnotification to the grantsmanagementoffice a
minimum of 15 businessdays prior to the submissiondate. Notification shall be on a form
establishedunder the direction of the County Administrator. All grants will be recorded and
trackedin a mannerthat assurestransparencyand accountabilityto the Board,grantors,and
the public.

FundingAnalysis Grantsthat alignwith the strategicpriorities of the Countyshallbe analyzed
to examinethe total effects and coststo the Countydue to matchingrequirementsor new
operating costs;allowanceof indirect costs;whether GeneralFundrevenuesare necessaryto

coverthe gap between cashexpendedand revenuesreceived;and whether County General
Fundrevenuesare necessaryo supportthe projectafter the expirationof the grant.

Analysisof Grant Renewalsand Continuations At the end of the initial grant period, all grants
shall be evaluatedto determine the extent to which the grant project has produceddesired
benefits.Suchan analysisshall include a review of actual coststo determine whether using
GeneralFundrevenuesassociatedwith the grant could be better usedfor other purposesthat
are better alignedwith the C o u n migsiorspriorities, and businesgplans.Grantsawardedon
a multi-year basis shall be evaluatedthrough a costeffectivenessanalysisthat relates the
pr oj eostto’its key outcomesor benefits to determine the extent to which they have
producedpositive,meaningfuloutcomesthat providecosteffectiveserviceor improvements.

Provisionof Administrative and Operational Support In a manner specified by the County
administrator,the Countyshalldevelopproceduresthat ensurea detailedunderstandingof the
regulatory and financial requirementsof grant awards and that specify how grants shall be
implementedandmonitored.

RESPONSIBILITY

It is the responsibilityof the StrategicPlanningand GrantsManagementDepartmentunderthe
direction of the Countyadministratorto implementthis policy and to provide proceduresthat
detail the grant proposalseekingprocessand the proper execution,management,and close
out of the C o u n grant asvards; and report on the submissionand status of grantsin a
mannerthat assuregransparencyandaccountabilityto the Board,grantors,andthe public.
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CHAPTE® ROLEBNDRESPONSIBILITIES

All Countypersonnelengagedin preparinggrant proposalsand administeringgrant awardsor
responsiblefor grant funded assetsservean important role in the succes®f project outcomes
and objectivesand ensuringthat all grant terms and conditionsand budgetaryand regulatory
requirementsare met.

Beloware the “ k @y a yie thesmianagementand administrationof grant funded projects
receivedby the Countyanda representationalist of the responsibilities.

THEBBOARDMFCOUNTECOMMISSIONERS

Somegrant applicationsand other grantdocumentsmay require authorizationby the BOCGor
submission.The Chairof the BOCGwill signas the AuthorizedOrganizationaRepresentative
(AORYPnN behalfof the BOCC.

COUNTXDMINISTRATOR

The County Administrator or his or her designeesignsall grant applications,amendments,
modifications, and other grant documentsas the Authorized OrganizationalRepresentative
(AOR)on behalf of the BOCCunless otherwise proscribed by the granting agency.BOCC
ResolutionR02064 authorizesthe CountyAdministratorto executerecurringgrant agreements
whereinthe terms and conditionsremainthe same,and there is no more than a 10%variance
from the previousbudget.

EXECUTINNFANAGEMENT

Asmay be authorizedby the Boardor the CountyAdministrator,executivemanagersare those
individualswho will enforce HCOpolicies and procedures,providing organizationaloversight
andaccountabilityasrelatedto grantcompliance.

GRANTSIANAGEMENOFFICE
(http://www.hillsboroughcounty.org/grant®

The GrantsManagementOffice (GMO)under the direction of the County Administrator shall
implementthe BOC@rantsadministrationpolicy and provide processand proceduresfor the
preparation of grant proposalsand the managementof grant awards; and report on the
submissiorand statusof grantsin a mannerthat assuredransparencyand accountabilityto the
BOCCgrantors,and the public. The GMOprovidesa centralizedpoint of contactfor assistance
with the identification, preparation,distribution, and submissiorof grantdocuments.


http://www.hillsboroughcounty.org/grants)

GrantsAdministrationHandbook

3RDEdition, Version2.0

EST. 1834
SM

Departmentpersonnelinclude the grants administrator, the grants reporting and compliance
officer, and the grantsplanningand developmentmanager whom are responsiblefor providing
the essentialsupportand control to Countydepartmentsand agenciego seethat grantorand
Countyregulatoryand budgetarypolicy and proceduresare followed and that grantsawarded
to the Countyend successfullyvith outcomesthat are meaningfulto our constituents.

GrantsCoordinating Office(GCQ

TheGCdasresponsibldor establishing and maintaining policy and procedures to identify and
assess grant programs. Supp@duntystaff membersto identify andassesgrant programs,
analyzefundingopportunities,developgrant seekingstrategiesrelevantto the missionand
priorities of Hillsborough CountyEnsurethe Countyis in compliancewith applicable
statutes,regulationspolicies proceduresandcontractsby HCO personnel on awarded grants,
and to providestrategic information and underlying detail to the Board of County Commissioners,
County Administrator, and County Departments and agencies in order to monitor grant
applications, drawdowns, reporting, and performance activities for all grants programmsaged
under the BOCC. The County’s designated el ect
based grant portals

DEPARTMENASIDAGENCIES

Department/DivisiorDirector

The department director is a managerwith programmaticand fiscal responsibilitiesfor a
designateddepartment. He or she ensuresadequateresourcesare providedto staff for the
appropriate conductof project managementduties and grant award managementand
supervisesstaff memberswho may serveas project managersaward managersand support
stafffor grantawards.

ProjectManager

The project manageris the primary personresponsiblefor programmaticactivitieson a HCO
project as authorized by the grant agreement. Although some tasks may be delegated,the

project manageris the chief accountableperson for the overall administration of the grant
award and meetingthe terms and conditionsof the award, and for representingthe project to

the grantor.

AwardManager

Anaward(or fiscal)managemayresidewithin a departmentreceivinga grantor mayresidein
a centralizeddepartmentalsupportgroup. Theaward manageris responsiblefor managingthe
financial requirements and maintaining the award record in the C o u n fingncial system.
Althoughsometasksmay be delegated,the award manageris the chief accountablepersonfor
the overallfiscalconductof the grant award and meeting the budgetaryterms and conditions
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SupportStaff
Supportstaff membersare a critical elementin the successfumanagementof grant awards,
andwill typicallyprovidecertaindelegateddutiesthat assistprojectandawardmanagers.

COUNTRTTORNEY

The Countya t t o roffieeyprowsdes legal advice, counsel,and legal representationto the
Boardof CountyCommissionerghe CountyAdministratorand the departments,agenciesand
officers of the County. The County a t t o r affieeyprepares and negotiates contracts,
settlements,andother documentspertinentto grantawards.

COUNTAUDITINGBOCGNdClerkof the Court

Countylnternal Auditor

TheC o u n IntgrnakAuditor advisesand assistshe BOCGn conductingcontinuingstudiesof
the operationof Countyprogramsand services.ThelnternalA u d i tarkrmayancludeaudits
of allaspectfthe C o u n dffigesamdofficials.

CountyAuditor, Clerkof the CircuitCourt

TheClerkof the CircuitCourtis responsible fothe official financialrecordsof the BOCC anthe
County, and in that capacity is responsible for maintaining adequate records to ensure
compliance with federal and state accountingand reporting requirements for all grant
administered by departments under the County Administrator. The Clerk is also the
independentauditor of Countydepartments,and conductsindependent,objectivereviewsand
evaluationsof all relevant activities under the BOCCand coordinatesthe Single Audit with
BOCdepartmentsandthe C o u n éxtgrhatauditors.

Assuch,the C| e AwWlit Departmentexaminesand evaluatesthe internal control systemsand
procedures County departments use to carry out the assigned responsibilities of the
organizationbeing audited, including the implementation requirementsof a department for
administeringgrantfunds.

CONSTITUTIONBEFICERS

TheC o u n tomstitigional officers are responsiblefor maintainingadequatefinancialrecords
to ensurecompliancewith federal and state accountingand financial reporting requirement
for all grantsadministeredby them. All grantsawardeddirectly to a CountyOfficerasdefinedin

Article VIII, Section1(d) of the FloridaConstitution(a.k.a.ConstitutionalOfficer)and processed
directly by the offices of such CountyOfficerswill be managedby the BOCGs a subrecipient
(seeChapter7).
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CHAPTER 4DENTIFICATION, APPLICATION, AND TRACKING
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lllustrationof GrantPre-Awardand PostAwardfunctions.
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GRANTDENTIFICATION

GrantsManagemenOffice:http://www.hillsboroughcounty.org/grants

The County's grantsadministration program provides through its web presence a
comprehensive environment intended to help County personnel increase grant funding
opportunities and enhance service delivery to the County's grant administrators and the
citizens of HillsboroughCounty. The site contains valuable grant resourceson seekingand
writing grants. Thissectiondiscussegroceduresfor processingpre-award grant review forms
and related grant documents.The pre-award activities of Countygrant proposalsis generally
overseenby the grantsplanningand developmentcoordinator (a.k.a.GP(, a position within
the grantsmanagemenbffice,with backupfrom GMOgrant staff members.

AgencyWebsitesand Listservs:Many agencieshave listservsto which interested parties can
subscribeto receivethe latest grant opportunities and information. Simplyvisit the respective
agencygrantsoffice websiteand subscribgoer instructions.

FloridaAdministrativeWeekly:http://faw.dos.state.fl.us/index.html

The Florida Administrative Weekly is a weekly publication generated through the Florida
Departmentof Stateto provide citizensaccessto proposedrules and regulations,notices of
publicmeetingsandbid and Requesfor ProposalRFPannouncements.

Grants.govhttp://www.grants.gov

Grants.gous the clearinghousedor all federal grant opportunities,and allows organizationso
electronicallyfind andapplyfor more than $400billion in federalgrantsand ultimatelymanage
grant funds online through a common web site. Contactthe Grants ManagementOffice to
establisha Grants.goprofile that will provide you perpetualnotice of grant opportunitiesfrom
federalagencies.

GRANTBEEKINBROCESS

Thepre-award activitiesof Countygrant proposalsis generallyoverseenby the grantsplanning
and developmentmanager(a.k.a.GPC)a position within the grants managementoffice, with
backupfrom GMOgrant staff members.Thegrant seekingprocesscomprisesthe development
of adepartmentalgrantstrategyplanning,anda pre-applicationassessmenandreview.

1. GrantStrategyPlanning:To help departmentsidentify grantsin which they are interestedin
applying, the Grant Search Request form (Appendix ??) is located at
www.hillsboroughcounty.org/grantformsEach department seeking grant funding should
produceannuallya prioritized list of departmentor divisionneedsand submitto the GPQo
identify any funding opportunities that may potentially be met through grant funding, and
to coordinate parallel or redundant submissionsor collaboration among departments,
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planningfor submissionof proposalsto regular cyclicalgrant opportunities,and advance
pre-planningto assistd e p a r t nteersubmission oproposals.

2. Eachgrantproposalwill be reviewedandanalyzedoy severalinternal entities:

a. The initiating department in consultation with the d e p a r t fiseah agéns or
equivalent;

b. TheGMOstaff;,and

c. Thegrantreviewcommittee

3. Thepre-applicationassessmenshouldtake into consideratiorthe followingfactors:
a. Financial

Totalanticipatedprojectcost

Matchrequirementsandsources

Projectincomeconsiderations

Staffingrequirements

Caslflow needs

A continuationplanfor sustaining grantundedprogramsif fundingis reducedor
terminatedprior to applyingfor grants

= =4 4 48 -8 -9

b. Programmatic

1 Alignmentwith Countystrategicprioritiesanddepartmentbusinesglans
1 Provisionor expansiorof servicedo addres<riticalneedsandcoreservices
1 Capacityto administerthe financialand administrativeaspectsof the grant

APPLICATIGMNREPARATION

Preparingthe applicationis primarily the responsibilityof each respectivedepartment with
support from the GMO staff. This section appliesto all grant applicationswhether they are
prepared and submitted hard copy or electronically. Visit the GMO website at
www.hillsboroughcounty.org/grantfor all of your grantspreparationneeds.

Pre-applicationPreparation

Thereare certain essentialelementsnecessaryor successfusubmissiorof a grantapplication
that mustbe attendedto prior to filling out the first grantapplication.

11
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1. Electronic proposal preparation and submissionis becoming the norm for grants
administration. The grants administrator is the C o u n tegignatedelectronic systems
administratorfor all externalweb basedgrant portals. It isimportant to notify the GAearly
to determinethat you and the Countyare properly registeredin eachrespectivesystemin
order to submit an application. The following are examplesof the various different web
basedportalsin whichthe Countyis registered:

Grants.gov

TheSystenfor AwardManagement(S.A.M.)
TheAutomatedStandardApplicationfor Payment{ASAP)
FEMAeGrantsandPAR$Paymentand ReportingSystem)

GrantSolutions(for the RESTOREL)

HeadStartEnterpriseSystem(HSES)

DOJXrantsManagemeniSystemGMS)

FloridaCulturalAffairssystem

Deptof EnergyPerformanceand Accountabilityfor Grantsin Energysystem(PAGE)

S@ "o oo0oTy

2. Contactthe GAearly to determine the County is registeredin a particular system.lt is
important that the appropriate programmaticand fiscal personnelare establishedwithin
thesesystemdor accesandawardmanagement.

3. There are severalimportant numbers and personsyou will need to know to complete
applicationdocuments:

b CountyEIN:59-6000661

b CountyDunsand Bradstreehumber:06967213{Note:If you are usinga
different DUNShumbercontactthe grantsadministratorimmediately.)

b CountyAuthorizedOrganizationaRepresentativ AOR)CountyAdministrator
andat timesthe chairman othe BOCC

Preparinghe Application

1. Contactthe GAearlywhen consideringapplyingfor a grant. Departmentsplanningto apply
for a grantshouldnotify the grantsmanagemenbffice a minimumof 15 businesslaysprior
to the submissiondate via the Grant Application ReviewForm (Appendix ?7?) located at
www.hillsboroughcounty.org/grantformer C.O.I.LN* F o rGmastsMa nage ment .

12
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1 In the event of multiple departmentswishingto pursuethe samegrant, the GA will
confirm if the grantor permits multiple submissionsand inform the department points
of contact.

U Ifyes,eachdepartmentmayprepareanapplication.
U If no, TheGCGshalltake appropriatestepsto resolve thesituationand
presentcompetingrecommendationgo the grantsreviewcommittee.

1 The grants review committee, in consultation with the applicable executive
managementteam members, shall make the determination of which department(s)
shallsubmitanapplication.

Writing the Proposal

It is the initiating department's responsibility to prepare and submit the grant proposal
application. However, experienced GMO staff members are available for assistanceand
guidanceto help you prepare a successfuproposal. For helpful grant writing tips and tools,
visitwww.hillsboroughcounty.org/granttraining

1. Readthe grant guidelinesthoroughly! Grantapplicationguidelinesidentify what to include
in the respectivegrant proposal,and it is critical to understandthe g r a n teguiremesnts
and to follow grant application guidelinesexplicitly. Structure, attention to specifications,
concise,enthusiasticand persuasivewriting, and a reasonablebudget with justification
narrative are the critical elements to be considered during the writing stage. Visit
www. hillsboroughcounty.org/grantresourcésr usefultips on successfugrantwriting.

Grantguidelinegypicallyidentify:

Submissiomeadlines

Granteeeligibility

Fundinggoals priorities,andceilings

Proposaformat: formsto use,pagelimitations,pagemarginsjine spacinggetc.
Budgetsandbudgetjustificationnarrative
Proposakvaluationprocesscriteria, timetables

Point(s)of contact

Allowablesupplementamaterials,suchasLettersof Support

Anyandall other submissionrequirements

= =4 =4 -4 -8 -8 _9_9_-2

All Lettersof Support:TheGCQwill work with the respectivadepartmentto coordinate
obtaininganyrequiredor supplemental ettersof Support.

13
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SUBMITTINGHEGRANT
InternalProcesgor ProposalSubmission

The following process standardizesCounty operations for internal routing of the grant
applicationand outlineghe deadlinesor reviewandapprovatlto submitthe application:

1. Per BOCQgrants administration policy 03.01.03.00,no grant shall be submitted without
signatureapproval of the C o u n auyhoérized organizationalrepresentativeor designee;
and the submissionof grant proposals shall be coordinated by a central authority
designatedby the CountyAdministratorso that the effectson the Countycan be reviewed
andunderstood beforehan@ndthe authorizingsignaturesobtained.

2. Theinitiating department should notify the grants managementoffice a minimum of 15
businessdays prior to a grant application deadline by submitting a completed Grant
Application Review Form signed by the department director. The form is located at
www.hillsboroughcounty.org/grantformsr on C.O.I.Nunder* For ms . ”

a. If authorization by the BOCCis required to submit the proposal, then the
applicationmust be reviewedand approvedby the CountyAt t o roffieeyThes
initiating department shallconcurrentlyprepare the Boardagendaitem for BOCC
approval.

NOTEFifteen businessdaysis a minimum for compliancewith the BOC@olicy. Theinitiating
department is should contact the GMO as soon as the grant opportunity is available or
brought to the attention of the department, to securesufficient time to prepare a winning
proposal. The GMOis availableto assistin the preparation of the review form and proposal.
TheGMOis availableto assistin the preparation of the review form and proposal.

3. The GMOwill review the Grant ApplicationReviewForm summaryfor completenessand
distributeto the GrantsReviewcommittee.

a. The grants review committee is comprisedof the directors of businessand support
services,strategic planning and grants management,and the director of the initiating
department.

b. Complete the Grant Application Review Form fully with good detail and

information for an effective assessmenbf the proposal by the grantsreview
committee.
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c. Theinitiating departmentshould continue preparingthe proposalwhile awaiting
feedbackirom the grantsreviewCommittee.

. The grants review committee will notify the GMO as to whether the proposalfulfills the
criteriaof the BOC@®olicyandthat submissioris approved.

a. TheGMOwill conveythec o mmi tdeteznanate®nto the initiating department.

. The GMOwill prepare a submittal memo to the County Administrator through the Chief
FinanciaAdministratorandroute the applicationpackagdor signature.

a. Theinitiating departmentshallpreparethe Boardagendaitem for BOCGpproval
for proposalapplicationsrequiringthe signatureof the Chairof the BOCC.

. Signedapplicationswill be submittedin the followingmanner:

a. HARD COPY:The GMO routes application package to initiating department for
submissiorio fundingagency.

b. ELECTRONIThe GCOor a designatedonline AORwill submit via the respective
online grantsportal.
c. EMAILTheGMOwill submitthe applicationviaemail.

. Grant proposalsshould never be submitted without havingbeen internally approvedand
signedby the AOR At the discretion ofthe CountyAdministrator,the Countymay notify the
grantingagencythat it withdraws its submissiorfor any grant proposalsubmitted without
properapprovalor authorizedsignature.

. A copy of the complete proposalpackageshallbe kept on file by the initiating department
until an award is determined. If an application is unsuccessfulthe proposalfile can be
discardedat the discretionof the initiating department.

ProposalsSubmittedOutsideof the 15-dayWindow

1. In the event a suitable funding opportunity is discoveredwith a due date that is lessthan

the minimum 15-businessday limit, the initiating department shouldimmediately contact
the GMO in order to have the proposalreviewed, authorized,and signed outside of the
aforementionedinternalProcesdor ProposaSubmission.
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GRAN'AWARDANDPROPOSAIRACKING

The Grant Award and Project$GAP)pageis a tool usedfor trackingand reporting of grants
pursued by and awardedto the Countyto create transparencyand accountability,improve
coordination among departments and agencies,enhance oversight of the C o u n grgntss
programsand providea snapshoiwf the current Countywidegrantsenterprise.

It ismaintainedby the GMOandis accesseanline at www.hillsboroughcounty.org/GAP

GRANPREPARATIONEBRIEFING

Grantingagenciesroutinely provide review commentsor telephone debriefingsfor proposals
they do not award. The GMOwill coordinatea grant preparationdebriefingwith the initiating
departmentuponreceivingnotice from the grantorof an unsuccessfudpplication.

r o REMAINDEBFPAGENTENTIONALBYANK a
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CHAPTER AWARDNOTIFICATIOREVIEWand ACCEPTANGROCEDURES

Grant agreementsare legal contracts. It is the County's responsibility to carry out grant
activitiesto accomplishts objectiveswhile adheringto the regulatoryand budgetaryterms and
conditions prescribedby the grantor in the grant agreement. Failureto do so exposesthe
Countyto legalliability and compromisescurrent and future grantfunding. The Countycarriesa
significantlegal and ethical responsibilitywhen acceptinggrant funding, and management of
grant awardsrequires heightened awarenesshroughout the organizdion.

The award notification, review, and acceptanceprocesshas three components: (1) award
notification, (2) award review and negotiation, and (3) BOCCaward acceptance and
appropriation ofgrantfunds.

AWARINOTIFICATION
1. The submissionof grant proposalsand the acceptanceof grant awards are coordinated

through the GMO. Route all grant award notifications immediately to the grants
managemenbffice at grants@hillsboroughcounty.org

2. Uponreceipt of a grant or contractaward,the GMOwill contactthe initiating department
personnelto coordinatethe internal award review, negotiation,acceptancegexecutionand
setupprocess.

AWARDREVIEVANDNEGOTIATION

1. If the grantor intends to negotiate the award and in particular reduce the budget, the
proposed scope of work must be reviewed to ensure that the grant can still be
accomplishedwithin the revisedbudgetor timeframe proposedby the grantor. Any budget
reductionsgreaterthan 10%of the proposedbudgetrequiresa correspondingeductionin
the scopeof work.

a. If the award terms are negotiated to the initiating department's satisfaction, the
department must request that the grantor provide the changesin writing. When the
changeshave been receivedin writing from the grantor, the department shall submit
the grant agreement or contract, any memoranda of understanding,and written
changeseceivedfrom the grantorto the GMOuponreceipt.

b. In the eventthat the department determinesit cannot perform the scopeof work as
revisedor with a decreasedbudget, and cannot arrive at an agreeableposition, the
County can choose not to accept the award. This will occur through written
correspondencefrom the AORthat will clearly articulate the specific reason(s)the
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award is being declined,and will be posted on the GAPdatabase.Thisnotice will be
generatedfrom the GMO.

2. Oncethe award scope and budget is agreed upon, an award will be presented by the

grantor. Thesedocumentsmay arrive as a grant award, a grant contract, a purchaseorder,
etc.,and mightbe deliveredto the AORor directly to the identified Countyproject manager
or other point of contactasan email attachment,a hard copy package or madeaccessible
in an e-portal* for receivingandmanagingaward documentsuchas:

the Systenfor AwardManagemen{S.A.M)

the AutomatedStandardApplicationfor Payment{ASAP)

the DOJGrantsManagemeniSystem(GMS)

the FEMAe-Grantsportal

the FEMAPaymentandReportingSystemPARS)

the Performanceand Accountabilityin EnergyGrantsSystem(PAGE)
anyother e-portalsfrom variousgrantingagencies

E R

*NOTE:The grants administrator is the C o u n tlegignatedsystemsadministrator for all
web based grant portals. It is important that the appropriate programmatic and fiscal
personnelare establishedwithin these systemsfor accessand award managementContact
the GCOfor organizationabccesgo thesesystems.

. TheCountyA t t o r Offieeyshalbconducta legalreview of the grant agreementto assess
whether the terms and conditionsof the agreementare legallyenforceableand ensurethe
C 0 u nintgréstsareprotected.

a. Ifthe CountyAt t o roffieeyeVieidentifiesno issueswith the terms and conditions
of the agreement,the initiating department shall prepare and submit a BOCCagenda
item to acceptandappropriate thegrantfunds.

b. If the legalreview identifies any issueswith the terms and conditionsof the award, the
initiating department will coordinate contacting the grantor and seekto resolve the
issue.

c. If the Countyand grantor cannot arrive at a mutually agreeableposition, the County
may choosenot to acceptthe award. Thiswill occurthrough written correspondence
from the AORthat will clearly articulate the specific reason(s)the award is being
declined,andwill be postedon the GARdatabase.

18
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BOCACCEPTANBEDAPPROPRIATION

1.

The initiating department is responsiblefor ensuring approval to accept the award is
completedby the date requiredbythe grantorfor full execution.

Theinitiating department preparesthe BOCCGgendaitem and fiscalimpact statement for
Boardapproval.

FollowingBOCGQexecutionand appropriationof the grant award, the initiating department
shallsubmitthe grantaward(s)}o the grantor.

Theinitiating department providesan original of the fully executedgrant agreementto the
County C| e Ofkice and grantsadministratorwhen the fully executed grantaward is
returnedto the Countyby the grantor.

Theinitiating department preparesand submitsa budgetamendmentto the budget office
to addthe grantawardtothed e p a r t budgett ' s

AWARDANDPROJECGIETUMN ORACLE

1.

Oncethe grant has been acceptedand appropriated by the BOCCan award and project
must be establishedn Oracle.No grant funds shallbe disburseduntil the grantis accepted
and appropriated byhe BOCCa fund and project numberhavebeen createda project has
beenestablished, thewardis setupin Oracle,andall requireddocumentationiscomplete.

Uponreceiptof the fully executedgrantagreementthe initiating departmentshall:

a. Ensurehat the grantisestablishedn Oracleanda POETA&hartstringisissued.

b. Preparethe Grant ReleaseChecklist.The Grant ReleaseChecklistcontainsdata relating
to the various requirements of the grant, summarizesthe general and specific
requirementsneededfor compliance,and sets up a timetable for completion of grant

requirementsandreport filings.

c. Prepareand maintain a file for eachgrant that will be availablefor inspectionby any
stateandfederal auditors, theC o u nihdgpgerdentauditor,andthe CountyAuditor.

If necessary,the GMO may communicate with the funding agency to obtain any

information missing.(i.e. CFDAor CSFAwumber, federal funding percentagesstate grants
andaids percentagesetc.)
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. The GCOwill create the grant project in the Oracle EnterpriseBusinessSolutionsGrants
Accounting Module (Oracle) shortly upon notification that the grant agreement was
approvedandappropriatedby the BOCC.

. Usingthe ProjectModule Form,the GCOwill create the project and task combinationin
OracleGrantsAccounting.

. A copyof the agreementand ProjectModule Formwill be forwardedto the Clerkof Circuit
Courtto fund and budgethe projectand awardn EBS.

. For recurring grants, if the grant has been appropriated by the Board of County
Commissionerguringthe annualbudgetyet the agreementhasnot beenreceivedfrom the
grantor,the GCQwill createprojectsin advanceaccordingo the adoptedbudget.

. Whenthe grant agreementis receivedand a budgetamendmentis necessarythe GCQwill

submita ProjectModule Formwith changesandthe grant agreementto the grantsmonitor
of the Clerkof CircuitCourtto realignthe budgetin Oracle.

r o REMAINDEBFPAGENTENTIONALBYANK a
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CHAPTE® MANAGINGIHEGRANT

Grant funds must be properly received and managedby the County. The means by which
departments can be notified of a grant can vary. Grant award notices can be sent to the
department,the C| e Ofkice and other designatedgrant staff via email, USpostal service,or
fax. Violationscanresult in a rangeof penaltiesincludingsuspensiorof future funds from the
grantor, return of all funds associatedwith the award includingthose alreadyexpended,and
civilor criminalpenalties.

MONITORINGNDOVERSIGHOFTHEGRANT

Thepostawardactivity of awardedCountygrantsis generallyoverseenby the grantsreporting
and complianceofficer (a.k.a. GCO),a position within the grants managementoffice, with
backupfrom GMOgrantstaff members.

1.

The GCOwill create the grant project in the Oracle Enterprise BusinessSolutionsGrants
AccountingModule (a.k.a.Oracle)upon notification that the grant agreementwas approved
andappropriatedby the BOCC.

Usingthe Project Module Form,the GCOwill create the project and task combinationin
OracleGrantsAccounting.

A copy of the agreementand ProjectModule Formwill be forwardedto the Clerkof Circuit
Courtto budgetandfundthe projectandawardin Oracle.

Whenthe grant agreementis receivedand a budgetamendmentis necessarythe GCOwiill
submita ProjectModule Formwith changesandthe grant agreementto the GrantsMonitor
of the Clerkof CircuitCourtto realignthe budgetin Oracle.

The GMO is responsiblefor ensuringthat essential support and control is provided to
County departments and agenciesto assure all grantor and County regulatory and
budgetarypolicy and proceduresare followed and that grantsawardedto the Countyend
successfulland producemeaningfuloutcomes.

a. The department project manageris the liaison with the grantor regarding program
performance, operational requirements and monitoring, and will supervise all
programmatic (operational) aspectsof the grant in accordancewith the terms and
conditions of the grant. He or she is responsiblefor conductingor coordinatingall
internal program monitoring and ensuring preparation and submissionof all required
programreportshby or beforethe specifieddeadlinesn the awardagreement.
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b. The GMOwill schedulea Grant Initiation Meeting with at the recipientd e par t ment ' s
project managerand award accountantand other relative personnelwithin 60 days of
the grantexecutiondate or projectstart date.

PROJEGWVIPLEMENTATIGNLANNEWTOOL)

Thefollowing sectionshouldbe looked at asa tool for departmentsto ensureproject activities
are implementedper the grant awardin a timely mannerand correspondingexpendituresare
commensuratelygpentfrom the budget.Unlessotherwisedirectedby the grantor:

1. Within 30 daysof BOCGauthorizationand appropriation of the grant award, the recipient
departmentshalldevelopa projectimplementationplanthat containsdirectionsfor project
implementationanda projectspendingplan.

a. ThePIPshallhaveat a minimumthe followingelements:

Projectoverview

Projectgoalsandobjectives

Identificationof all activities,dates,and milestones

Identificationof projectrolesandassociatedesponsibilities

Anticipatedexpenditureschedulgprojectspendingplan)

Evaluatiommatrix that identifies:

U Themeasurableoutcomesandtheir performancemeasuresandrelates
financialdatato the performanceaccomplishmentsf anaward.

U Theanticipatedcompletiondate.

U Fieldsto enterthe actualcompletiondate and outcomemeasures.

= =4 4 -4 -4 -2

b. Existingwork plansthat provide the elements noted above and plansalready
included in the grant applicationor grant award are acceptableimplementation
plans.

FISCAACCOUNTABILITY
Receiptand Useof GrantFunds
1. No grantfundsshallbe disburseduntil a BOCGgendaitem and appropriationrequesthave

been approved by the BOCCan award and project has been establishedin Oracle,and
requireddocumentationiscomplete.
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Grantfundsmay only be usedfor grantrelated expensesind expended within th@eriod of
performance identifiedn the grantagreement.

Departmentsreceivinggrant funds shalladhereto Countypolicy and proceduresregarding
revenuecollectionandaccountingandreportingof grantsreceivedby the County.

Modificationsor reallocationgto the awardedbudgetthat altersthe grantamountor moves
fundsfrom one budgetline item to another must adhereto grantor and Countypolicy and
procedures.

Grant funds awardedto the Countyshallnot be usedto supplantan existingexpenseso
that currentfunds can bealivertedto anotheruse,unlesssuchuseof grantfundsis explicitly
identified asallowablein writing by the grantorin the grantaward.

Allincomeresultingfrom a grantfunded project or programshalladhereto Countyrevenue
and grants policy and procedures,and managedand maintainedas establishedin the grant
agreement.

All procurementactivity associatedwvith grant funded projectsor programsshallfollow the
grantorand Countypolicyandproceduredor procurementof goods.

All property and equipment acquired through grant funds shall follow the grantor and
Countypolicyandproceduredor property or inventorycontrol.

All grant and related matchingrevenuesand expendituresshall be recordedin the Oracle
grantsaccountingnodule.

All Countygrant personnelresponsiblefor generatinga billing invoiceshallattend an Oracle
EventBillingtraining to gainand retain the appropriate Oracleresponsibility.ContactGMO
for information onattendingthis training.

ExpenditureMonitoring/AwardReconciliation

1.

It is critical to the overall successof a project that grant funds are expendedaccurately.
After initial setup, grant awards should be reconciledat minimum on a monthly basisto
ensure:

a. Expendituresare allowable,allocable,necessaryand reasonablebased
ontermsand conditionsf the grantaward.

b. Expendituresre adequatelysupportedby documentation.

c. Expendituresare chargedo the correctproject.

d. Awardspendingscommensuratewith the projecttimeframe.
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CostTransfers

1.

2.

Incorrectly posted chargesto grant funded projects must be fixed within regulatedtime-
constraints, which is why routine account reconciliation is critical. Failure to transfer
incorrectly posted chargesin a timely mannermay result in the expensebeing disallowed
for grantreimbursement.

a. Allcosttransfersmovingan expenditurefrom one grant funded project to another
grant funded project shouldbe made within 90 daysfrom the end of the calendar
monthin whichthe transactionappears.

b. Any costtransferremovingexpensedrom a grant funded project to a non-grant
fundedprojectmustbe madewithout regardto a time limit.

TheGMOmay periodicallyreview awardsto monitor expenditurespending.If you haveany
doubts or concernsregardingaward expendituresor in fulfillment of award requirements,
contactthe GMO.

CostSharing/Matching

1.

2.

Thesourceof costsharemustbe identified at awardsetupand trackedor reporting.

Costsharing(a.k.a. matching) is provided either through cashor expenditures,in-kind
servicespr viaathird party commitment.

Costshare must fit the same definition of an eligible grant expenditure in order to be
chargedagainstagrantaward.

ProgramGeneratedncome

Somegrant programscontaintasksor objectivesthat may result in programgeneratedincome
(PGI).Typically,PGlcould come from fees collectedfor servicesperformed or registrationfees
for conferencesor workshops.Suchfeescanalsobe generatedthrough subawardeeand must
be accountedor in the samemanner.PGimaybe usedfor a projectin severaways:

1 Additive PGlis addedto funds committed to the project by the grantor and usedto
fulfill eligibleprojector programobjectives.
CostShare PGlisusedto financea shareof the projector program.

1
1 Deductive PGlisdeductedfrom the total projector programbudget.
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It is important that PGIlbe anticipatedand disclosedin the grant proposalbudget, which
shouldincludea plan for utilization that identifies the method of use. Theplan shouldalso
includeuseof incomecollectedin excesof expenditures.
a. If PGlis not disclosedat the proposalstage,the grantor must be promptly notified
that the projectwill generatePGlto determinehow PGlisto be used.

All programincomemust be accountedfor duringthe performanceperiod of the awardand
be reported per the method of utilization approved by the grantor. Failureto disclose
programincomemayrequirethat all PGlbe treated asDeductive.

Supportof Salariesand Wages

1.

Compensationfor personnel services on federal grants must be based on payrolls
documented through standard County policy and procedures. The consequencesof
noncompliancewith employeetime and effort certification may be the disallowanceof such
chargedo afederalgrantprogram.

Salariesand wagesof employeesusedin meeting cost sharingor matchingrequirementsof
federalawardsmust be supportedin the samemannerasthose claimedasallowablecosts
under federal awards.The consequence®f noncompliancewith employeetime and effort
certificationmaybe the disallowanceof suchchargego afederalgrantprogram.

Where an employeeworks on a singlefederal award chargesfor their salariesand wages
must be supported by periodic certification that the employee worked solely on that
programfor the period coveredby the certification. Suchcertification must be preparedat
least semiannuallyand must be signedby the employeeor supervisorwho has first-hand
knowledgeof the work performedbythe employee

Where an_employee works on_multiple _awards (including federal and non-federal), a
distribution of their salariesand wagesmust be supportedby a personnelactivity report
that:

Reflectsanafter-the factdistribution of the actualactivity of the employee.
Accountdor total compensatedctivities.

Must be preparedat leastmonthly and coincidewith one or morepayperiods.
Must be signedby the employeeor supervisorwho hasfirst-hand knowledgeof
the work performedby the employee.

oo op
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Equipmentand RealPropertyManagement

1. Equipmentpurchasedwith grant funds shallbe usedexclusivelyduring the life of the grant
for the projector programfor whichit wasacquired.

2. Grantpurchasedequipmentmust be properly maintainedand safeguardedand equipment
recordsmustbe maintainedper Countyinventory policyand procedures.

3. After the grant award is closed and equipment is no longer needed for its originally
authorized purpose, the project managershall request disposition instructions from the
grantor and follow County policy and proceduresfor property and inventory control (see
Appendix??).

GRANREPORTING

Everyaward hasreporting requirementsspecifiedin the grant agreement.lt is critical that all

reports are complete, accurate, and submitted per the specified dates outlined in the

agreement.Accurateand timely reporting is critical to maintaininga good relationship with

the grantor. Requirementsand proceduresare establishedto ensure that grantfunds are

expendedand accountedfor in a method that providesaccuracyuniformity, and consistency.
Late or inaccuratereports may negativelyimpact current or future funding and result in Single
Auditfindings.

Typesof Reports

1 Performance: The recipient department is required to regularly submit and retain
performancereports that reflect grant funded operational progressas required by the
grantagreement.

1 Financial:Therecipient departmentis required to regularly submit and retain financial
reportsthat reflect a grantsfiscalhealthasrequiredby the grantagreement.
NOTEIinvoicesare expectedto be submitted no more than monthly and no lessthan
semiannuallyunlessotherwise noted by the grantor.

1 CloseOut: Pergrantor awardterms and conditions,includingtime framesfor action, the
recipientdepartmentis requiredto submitall financial,performance,and other reports
requiredin the grantconditions.

1. The project manageris responsiblefor coordinatingthe timely and accurate preparation
andsubmissiorof all reportsper the grantagreement.
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2. The GMO may periodicallyreview any programmaticreports for content and quality and
addressanyissueswith the recipientdepartment.

GENERARTANDARIFORSUPPORTINGOCUMENTATION

Costsclaimedby the Countyunderits grantsmust be allowable,allocable,and reasonableand

adequatedocumentationto support chargesto the grant must be maintained. Expenditures
under most cost reimbursementgrants are governedby the cost principles establishedby

federal, state, and other grantors and must conform with respective policies, grant special
provisionsand Countypolicies.

1. Typical grant transactions may include: personnel costs, purchase of equipment and
supplies,costsfor contractedservicesgrantincomeor revenue,etc. Granteesmust submit
documentationof eligible expensesand proof of paymentfor expensesncurred duringthe
reportingperiod.

2. Documentationof eligibleexpensesnayincludecopiesof invoices receipts,payrollor labor
reports, or other proof that complieswith federal and state audit standards.Proof of
paymentof expendituresmay includea copy of a credit card receipt, receipt showingcash
payment,cancelledchecks bank statements,or other proof that complieswith federaland
state audit standards.A supplementalaccountingrecord may accompanythe receiptsand
cancellecchecks.

FILBEMANAGEMENACCESSNDRETENTION
GrantFileStructure

The GMO may review the files, activities, equipment, and facilities, and interview relevant
personneland contracted entities of any Countyproject or programthat is funded with grants
awardedto the County.All department and master files associatedwith a grant award must
maintain a file structure that includesthe important documentsthat chroniclethe application,
receipt of award, and all managementrelated documentsand correspondencehrough award
closeout. The following sectionsshould be looked at as a tool for departmentsindicatingthe
types of related documentsto keep and a recommendedfile structure that captures the
essentiaklementsof your proposalsandawards,unlessotherwisedirectedby the grantor:

a. ProposalSubmission
» Proposafpuidelinesandsupportinglegislation
» Copyof the originalsubmittedgrantapplication
» SignedGrantApplicationReviewForm
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* Information and data used in preparation of and support of the grant
proposaletc.
* Anycorrespondenceelatedto the proposal

b. Award

* Grantawardletter with budgetandspeciakonditions

« BOC@gendatem

* GrantRelease&Checklist

* ProjectimplementationPlan

» Grant amendments,modifications, extensions,cancellationsand terminations
andcorrespondenceelatedto the award

c. Financial

* Accountsetup documents

* Purchaserders,

* Invoices

» grantor approvalsfor items such as budget reallocation, changesto scope,
procurementandvendorselection

» Performanceandfiscalreportson grantactivities

» Personnetime andeffort worksheets

. Reports

» Allreportsto grantor—progresstechnical,quarterly,annual final, etc.
» Evaluatiorformsanddata

» Compliancemonitoringreportsfrom deskauditsor on-site visits

* ProjectCloseoutiocuments

. SubrecipienDocumentqif applicable)

» Subrecipientontract

» Allsite visitdocumentation

* Anysubrecipientcorrespondence

All other pertinent or necessarynformationto show compliancewith the awardterms
andconditions

FileMaintenance

1. Recipientdepartmentsare obligatedto protect recordsadequately againstloss,theft, fire
or other damagein accordancavith statutory provisionsandfor obligatorydestruction.
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GRANTLOSEOUT

Thegrant closeoutis a critical piecein the life cycleof a grant, and is the processby whichthe
Countyperforms all necessaryadministrativeand financialactionsto satisfactorycomplete all
requirements set forth in the grant agreement, and generally addressesthe physical
completion of work, and the administrative requirements and financial requirements for
closeout.

Endof ProjectPeriod

1. The GMOwill notify departmentson the last day of the project period to beginthe grant

closeout process.The GCOwill follow up with departmentsto provide supportin the close
out processasneeded.

. The GMOWwill review and facilitate the processof routing closeout forms that require the
signatureof the CountyAdministrator.

. Whenall administrativeand financialaspectsof the grant are closed,the GMOwiill forward
a Notice of ClosedAwardto the GrantsMonitor of the Clerkof CircuitCourtto changethe
statusof the grantfrom activeto close.

GrantCloseouBBestPractices

Thefollowing proceduresare recommendedas best practicesin HillsboroughCountyas they
pertainto awardcloseout.Contactthe GMOIf you haveanyquestionsre: theseprocedures.

Ninetydaysprior to grantenddate:

1. Determineif a No CostExtension(NCE)s requiredto completethe proposedobjectivesor

if a competingrenewalis pending.NOTE:An award cannot be extendeduntil the grantor
approvesand providesa grantmodification.

a. IfaNCHsrequired,coordinatewith the applicableCountygrantmanagement
servicepersonnelandnotify the GMO.

. Reviewthe terms of the award and ensure that all deliverablesare submitted by the
designatedduedatesincludingFinalProgress/Technic&eportsandFinalPropertyReports.

. Verify that all costschargedto the project are appropriate.If a correctionis required, work

with the applicable County grant management service personnel to make necessary
adjustments.
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Sixtydaysprior to the grantend date:

1.

3.

The project managerwith support from applicable GMO personnelis responsiblefor
assembling projectcloseout package.

Project managershall discussthe status of the award and review all expendituresfor
accountreconciliationwith applicableCountygrantservicepersonnel.

Notify anysubcontractorof the deadlineto submitfinal invoices.

Thirtydaysprior to grantend date:

1.

Prepareall necessaryayrollauthorizationsto transferexpenseto anotherfundingsource,
or terminate personnelon awardeffectivethe lastdayof the award.

Followup on all outstandingpurchaseorders, and contact delinquent vendorsto submit
invoicespromptly to expeditecloseout.

Cancehll outstandingcommitmentsby contactingthe Purchasindpepartment.

If applicable,contact any supporting County departmentsin writing (email or memo) to
notify themto changeaccountnumbersbeingcharged.

Gather all costsharing detail delineated in the proposalthat must be reported to the
grantor.

Thirty (30)daysafter awardenddate:

1.

Review all expensesafter end date to determine allowability. Prepare and submit to
applicable County grant management service personnel a journal entry removing
unallowableexpenses.

Contactapplicable County grant managementservice personnelto finalize costson the
award.

Ninetydaysafter awardenddate:

1.

Review final financial report, contact applicable County grant management service
personnelfor anydiscrepancies.
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Not later than 90 daysatfter the expirationor termination of the grant, submit all financial,
performance andother reportsrequiredin the grantconditions.

a. Upon completion of the grant requirementsand receipt of the grant closeout
acknowledgmentrom the grantor, submitto the GMOcopiesof the grant close
out letter (if applicable)andthe final grantcloseoutpackage

Upon review of the packageand satisfactionof any discrepanciesthe GMO will confirm
grantcloseoutwith all applicableparties.

Thegrantcloseoutpackageshallbe placedinthe g r a masterile.

FileRetention

. The County maintainsrecordsfor at leastt hre e years?? following the closure of its

most recent audit report. If any litigation, claim, negotiation, audit, or other action
involving grant recordshas been started before the expiration of the five-year period, the
recordsmust be retained until completion of the action and resolution of all issueswhich
arisefrom it, or until the end of the regularfive-yearperiod,whicheveris later.

Grantorsmay require retention periodsin excessof five years.Departmentsmust ensure
they complywith retention requirementsspecifiedoy eachgrantor.

Retention requirementsextend to books of original entry, source documents supporting
accounting transactions, the general ledger, subsidiary ledgers, personnel and payroll
recordscancellecchecksandrelateddocumentsandrecords.

Source documents include copies of all awards, applications, and required recipient
financial and narrative reports. Personneland payroll records shall include the time and
attendance reports, personal activity reports or equivalent documentation for  all
individualsreimbursedunderthe award.

Oncethe mandatory retention period has lapsed,the recipient department shall request
that the grantrecordbe properlydestroyed.

GRANMODIFICATIONSXTENSIONSRCANCELLATIONS

Duringthe courseof ag r a ffétimes there are times when changesare necessaryto either
the budget or the project scopeof-work. Most of these changes,typically called grant
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amendments,are allowable,but it is important to follow the procedureswritten in the grant
agreementor in the guides provided by the grantor. Thesechangesmust be pre-approved
before they are considered eligible. Contact the GMO for assistancewhen a change is
necessary.

APPROVARXROCEDURES
(Unlesgyrantagreement/grantorstatesotherwise)

GrantModifications

1. Written confirmation from the grantor before any money is spent on items different from
what was approved in the original budget. Also, project activities that deviate from those
originally proposedin the grant application shall be documentedand receive prior approval
from the grantorbeforeinstitutingthesechanges.

2. Copiesof any budgetamendmentsor similardocumentationaffectingthe grant budgetshall
be madeviathe OracleProjectModule Input Formand submittedto the GMOwith supporting
documentation.

Extensions

1. Most grantsallow for at leastone no-costtime extensionto completea project, if necessary.
Theserequestsmust be documentedand written approvalmust be receivedfrom the grantor,

usuallyin the form of a grantamendment/modification.

2. Subcontractextensionsmay have to go through County Commissionfor approval. The

department should contact the County At t o r offeg fors guidance on its specific

subcontract(s).

3. Copiesof these extensionapprovalsshall be forwarded to both the Grants Management
Office.

Cancellations
1. Inthe eventthat a grant must be terminated before the originalcompletiondate or returned

to the grantor prior to project initiation, the GAand GCOmust be notified so that the grantis
appropriatelyterminatedandupdatemastergrantfiles.
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CHAPTER GRANTSUBCONTRACTINGDSUBRECIPIENIONITORINGROCEDURES

TheCountywill regularlyencounter situationsvhere it doesnot havethe workforce capacityto
adequatelyfulfill all of the grant objectivesand must seekout other entities to perform certain
functions. Theseactivitieswill be obligatedin the form of a subcontractor subaward.Aswell,
during the courseof the grant award, certain materials and suppliesand equipment may be
purchasedhroughvariousvendors.

It is important that subrecipientsand vendorsbe defined accurately,as there are specific
requirementsthe Countymustcomplywith basedon the designation. Accurateclassification of
subrecipientsandvendorsis criticalto aprogram'ssuccessndintegrity.

VENDOR

A vendor is defined as “ Adealer, distributor, merchant or other seller providing goods or
servicesthat is requiredfor the conductof the grant funded program.Thesegoodsor services
maybeforano r g a n i awa tiseoofor thesuseof beneficiarieofthepr oj ect . ”

A vendor agreement is issued for obtaining routine commercial services, supplies, and
equipment that require no specialhandling or prior approvals,and are issuedas standard
purchaseorders.

Characteristicef avendor:
» Provideghe goodsandserviceswithin normalbusinessperations.
» Providessimilargoodsor servicedo manydifferent purchasers.
» Operatesn acompetitiveenvironment.
» Providegyoodsor serviceghat areancillaryto the operationof the program.
* Isnot subjectto the compliancerequirementsof the program.

SUBRECIPIENT

A subrecipientis a non-federal entity that expendsfederal funds receivedfrom a passthrough
entity to carry out a federalprogram,but doesnot includean individualthat is a beneficiaryof
sucha program.A subrecipientis an externalentity with specialexpertiseor resourceghat the
Countydoesnot possesshut are necessaryo fulfill the overallobjectivesof the project.

A subawardis issuedfor financialor other support from a qualified organizationknown as a
subrecipientfor the performanceof a substantiveportion of the programmatic effortunderthe
prime award. A subaward usuallyrequires prior approval of the grantor and is subjectto
subrecipienimonitoring.
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Characteristicsf a subrecipient:

* Receivingntity determineswhoiseligibleto receivefinancialassistance.

» Hasits performancemeasuredagainstwhetherthe objectivesof the program aremet.

» Hasresponsibilityfor programmatiadecisionmaking.

» Hasresponsibilityfor adherenceto applicableprogramscompliancerequirements.

» Usesthe fundsto carry out a program of the organizationas comparedto providing
goodsor servicedor a programof the passthroughentity.

SUBRECIPIEMONITORINGEXTERNAGENCIES

All grant requirementsplacedupon the Countywill flow-down to any subrecipientandit is the

primeg r a n tespensilsilityto ensuresubawardcompliancewith the prime grant provisions.
All subawardsissuedunder federal grants must contain languagerequiring subrecipientsto

fulfill the prime grantrequirements.

1.

Theprojectmanagemwill advisesubrecipientf requirements(includingbut not limited to
financialand nonfinancialreporting)imposedon them by federallaws,regulationsof the
flow-down provisionsof the prime contracor grantagreementandany supplemental
Countyrequirementsimposeddependingon a levelof riskdeterminationby the County.

The project manageralong with applicable County grant related service personnelwill
monitor the s u b r e c usp of grant fnds and issuea written report summarizingthe
resultsandanycorrectiveactionsneeded.

The project manageralong with applicable County grant related service personnel will
ensurethat the Countyreceivesannualaudit reports from subrecipients requiretb havean
auditin accordancevith OMBCircularA-133.

Uponreceipt of an unfavorableaudit report from a subrecipient the project manageralong
with applicableCountygrant related servicepersonnel willconfirm that the subrecipienthas
taken appropriate and timely correctiveaction. If a material weaknessor other reportable
condition exists, monitoring of the subrecipientwill be more frequent and management
actionswill be takenasappropriate.

. All subawarddor which monitoring is mandatedshallbe reviewedregularlythroughoutthe

yearandat aminimummustinclude:
1 Advisingsubrecipientof all applicablefederallawsandregulationsandall

appropriate flowdown provisionsrom the primeagreement
1 Routinereceiptandreviewof technicalperformance/progresseports
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Routinereviewof expensego-budget

Periodicon-site visits,or regularcontact,if necessary

Theoption to perform"audits"if necessary

Reviewof A-133audit reportsfiled by subrecipientsandanyaudit findings

Reviewof correctiveactionscited by subrecipientsn responseo their auditfindings
Consideratiorof sanctionson subrecipientsn casesof continued inabilityor
unwillingnesgo haverequiredauditsor to correctnon-compliantactions
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SUBRECIPIEMONITORINGINTERNAAGENCIES

All grant requirementsplaceduponthe Countywill flow-down to any subrecipient,andit is the

primeg r a n trespensilgilityto ensuresubawardcompliancewith the prime grant provisions.
All subawardsissuedunder federal grants must contain languagerequiring subrecipientsto

fulfill the prime grantrequirements.

1.

Theprojectmanagemwill advisesubrecipientf requirementsincludingbut not limited to
financialand nonfinancialreporting)imposedon them by federallaws,regulationsof the
flow-down provisionsof the prime contractorgrantagreementandanysupplemental
Countyrequirementsimposeddependingon a levelof riskdeterminationby the County.

The project manageralong with applicable County grant related service personnel will
monitor the s u b r e c usp of grant funds and issuea written report summarizingthe
resultsandanycorrectiveactionsneeded.

The project manageralong with applicable County grant related service personnel will
ensurethat the Countyreceivesannualaudit reports from subrecipients requiretb havean
auditin accordancevith OMBCircularA-133.

Uponreceipt of an unfavorableaudit report from a subrecipient the project manageralong
with applicableCountygrant related servicepersonnel willconfirm that the subrecipienthas
taken appropriate and timely correctiveaction. If a material weaknessor other reportable
condition exists, monitoring of the subrecipientwill be more frequent and management
actionswill be takenasappropriate.

All subawardgor which monitoring is mandatedshallbe reviewedregularlythroughout the
yearandat aminimummustinclude:

1 Advisingsubrecipientof all applicablefederallawsandregulationsandall appropriate

flow-down provisionsfrom the prime agreement
1 Routinereceiptandreviewof technicalperformance/progresseports

36



GrantsAdministrationHandbook

Ic-lti)ILsrl]Jtc;rough 3RDEdition,Version2.0

Routinereviewof expensego-budget
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Consideratiorof sanctionson subrecipientsn casesof continued inabilityor
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SUBAWARDOLOSEQOUT

An integral part of subcontractmonitoring is closeout of the subcontractat the end of the
project period. In general,a subcontractis closedwhen all deliverableshavebeenmet andthe
final paymenthasbeenmade.

PROCUREMENINDSUSPENSIGNDDEBARMENT

1. HillsboroughCountyand its subrecipientsshallnot award grant assistancedo applicants that
are debarred or suspended,or otherwise excludedfrom or ineligible for participation in
Federakssistanc@rogramsunderExecutiveOrder12549.

It is the responsibilityof the departmentto ensurethat any subcontractoror subawardeethat
will be fundedthrougha grantawardis not prohibited from receiving federabr state fundsdue
to suspensionor debarment.A person or entity debarred or suspendeds excludedfrom
federal financial and non-financial assistanceand benefits under federal programs and
activities. Debarment or suspensionof a participant in a program by one agency has
governmentwide, reciprocal effect. Contact the PurchasingDepartment for assistancein
determiningsuspendedr debarredcontractors.

1. The project managerwill ensurethat the federal ExcludedPartiesList System(EPLS%ite
and the state Convicted/Suspended/Discriminatory/Complain¢&ndor Lists are checked
prior to enteringinto anycontractualrelationshipor useof services.

a. EPLSThe Systemfor Award Management(SAM)is the now the official federal system
that consolidatedthe capabilitiesof CCR/FedRed)RCAand EPLSIt is accessedat:
https:// www.sam.gov/portal/public/'SAM/#1 Contact the GMO for assistance in
accessing.A.M.

b. Convicted/Suspended/Discriminatory/Complaints Vendor Lists are accessed at:
http://www.dms.myflorida.com/business operations/state purchasing/vendor inform
ation/convicted suspended discriminatory complaints vendor .lists
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HillsboroughCounty ProcurementServicesalso has a short list for DebarredVendors
foundat: http://coin.hillsboroughcounty.org/index.aspx?NID=222

LEIEThe U.S.Departmentof Health and Human ServicesOffice of InspectorGeneral
maintains a list of all excluded individuals and entities called the List of Excluded
Individuals and Entities. These individuals and entities are excluded from providing
services for federally funded health care programs. It is accessed at:
http://exclusions.oig.hhs.gov/

r o REMAINDEBFPAGENTENTIONALBYANK a
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CHAPTE&® OTHERVPORTANFEDERAGUIDELINEENDNATIONAIPOLICGUIDANCE
DUNSNUMBER

The Federal government requires that all applicants for Federal grants, cooperative
agreementsand subawardswith the exceptionof individualsother thansole proprietors,have
a Data UniversalNumbering System(DUNShumberto better identify Organizationghat are
receivingfunding under grants and cooperativeagreements,and to provide consistentname
andaddresddatafor electronic grantapplicationsystems.

FEDERATUNDIN@CCOUNTABILIANMDTRANSPARENASTFFATA)

Asof October 1,2010,all federalgrantsof $25,000 andver are subjectto the FFATAubaward
reporting requirements.Primeawardeesare requiredto uploadthe subrecipientinformationin
the FFATASubAward Reporting System(FSRJhttps://www.fsrs.gov/index?&) Subrecipients
must maintainan active registrationin the Systemfor Award Management(S.A.M.)in order to
receivefederalfunding.HillsboroughC o u n legalopiion on FFATAvasdeliveredto Division
Directorson February23,2012.

1. GMO hasinternal controls in placeto identify potential FFATAsubawardobligations.
Countygrant staff shall complete a FFATASubawardReportingForm for all applicable
subawardobligationsin the amount of $25,000.000r more no later than the 20th of
eachmonth followingthe month that the subawardwasexecuted.

2. The recipient department shall forward the completed form to
grants@hillsboroughcounty.orgvho will enter the information through the Federal
reporting system.FFATAguidanceand forms are located on the GMOw e b s ipdge ' s
titled Grants ResourceCatalog. Information contained on the website includes the
County At t o r @piipn tlsat outlines procedures and protocols appropriate for
meeting FFATAreporting requirements,a form letter to County grant administrators
summarizing FFATA procedures, and Hillsborough County Go v e r n nFEATA ' s
ReportingFormthat isto be completed byCountygrant staffand submittedto the GMO
for all reportableobligations.

3. Perthe Act,aprimeawardeemustprovide:
a. TheprimeawardeeDUNSwumberandthe DUNSwumberof anysub-awardee(s)

b. Thenamesandtotal compensatiorof the five most highlycompensatedfficers
of a prime or sub-awardeeentity, if the entity in the precedingfiscalyear: (1)
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Received0 percentor more of its annualgrossrevenuesin federalawardsand
$25,000,000r more in annualgrossrevenuesfrom federalawards;and (2) the
public doesnot have accesgo this information about the compensationof the
seniorexecutivesof the entity through periodicreports filed under section13(a)
or 15(d) of the SecuritiesExchangeéAct of 1934 (15 U.S.C88 78m(a),780o(d))or
section61040f the Internal RevenueCodeof 1986.SeeFFATA 2(b)(1).

FEDERAREQUIREMENFORCONSTRUCTI®GROJECTS

It is the responsibility of the department to ensure compliancewith the following federal
requirements involving construction related projects; however, the GA is available for
assistancewith these requirements. Departments should plan accordinglyto ensure that
adequatetime, funding and staffing are availableto carry out these additional responsibilities.
Theseequirementsshallflow-downto all subcontractordundedthrougha grantaward.

DavisBaconAct

The DavisBaconAct of 1931 is a federal law that establishedthe requirement for paying
prevailingwageson public works projects. All federal governmentconstructioncontracts,and
most contracts for federally assistedconstruction over $2,000, must include provisions for
paying on-site workers no lessthan the locally prevailingwagesand benefits paid on similar
projects.

UniformRelocationAssistancé\ct

The Uniform Relocation AssistanceAct (a.k.a. Uniform Act) of 1970 is a federal law that
establishesminimum standardsfor federally funded programsand projects that require the
acquisitionof real property (real estate) or displacepersonsfrom their homes,businessespr
farms. The Uniform Act's protections and assistanceapply to the acquisition,rehabilitation, or
demolitionof realproperty for federallyfundedprojects.

When conductinga program or project under the Uniform Act there are very specificlegal
responsibilitiesto affected property owners and displacedpersonsthat must be addressed.
Thefollowingmustbe consideredprior to property acquisition:

ForRealPropertyAcquisition
1 Appraiseproperty beforenegotiations.
1 Invitethe property ownerto accompanythe appraiserduringthe propertyinspection.
1 Providethe owner with a written offer of just compensatiorand a summaryof what is
beingacquired.
1 Paymentor property before possession.
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1 Reimburseexpensegesultingfrom the transfer of title suchasrecordingfees,prepaid
realestatetaxes,or other expenses.

ForResidentiaDisplacements
1 Providerelocationadvisoryservicedo displacedenantsand owneroccupants.
1 Provideaminimum90dayswritten Noticeto Vacateprior to requiringpossession.
1 Reimburse resident®r movingexpenses.
1 Providepaymentsfor the addedcostof renting or purchasingcomparablereplacement
housing.

ForNonresidentialDisplacementgbusinessesarms,and nonprofits)
1 Providerelocationadvisoryservices.
1 Provideaminimum90dayswritten Noticeto Vacateprior to requiringpossession.
1 Reimbursdor movingandre-establishmenexpenses.

CONFLIQFINTEREST

Asa part of the grantapplicationprocessthe grant preparermust positivelystate on anygrant
form, when asked that there is an absenceof a financialor other interest or affiliation held by
them or a memberof their immediatefamily in the fundingagencyor in companiesrom which
goodsandserviceswill be obtainedunderthe supportedactivity.

1. Shouldthere be a conflict of interest within the County, the initiating department shall
ensurethat the proceduresoutlined in the HumanResourcesEmployeeManual are followed
and that the employeein question completesan EmployeeDisclosureQuestionnairewithin
forty-five (45) dayof anychangeinthee mp | oy @ @ ndbil n tcdstatus.t ”

GRANTFRAUDWASTEANDABUSE

1. Contactthe C 0 u n AbyseH®tlineat 813-272-5230to report your concerns.

2. Anyform of grant misconductor potential misconductshallbe reported to the GMOwithin
twenty-four (24) hours of contactingthe C o u n Abyse Blotline at 813-2725230. Waste,
fraud, abuse,misconductor any other seriousdeviationfrom acceptablegrant practiceswhen
proposing,carryingout, or reporting activitiesor resultsthat involvea grantis consideredgrant

misconduct.

3. Uponcontact,the GMOwiill take a report and then work with grant staff to insureall proper
investigativeandnotification proceduresare followed.
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NATIONAPOLICREQUIREMENTS

Countygrant staff shallalsoadhereto NationalPolicyRequirementsaffectinggrants.A sample
of these policiesare namedbelow. It is alsothe responsibilityof Countygrant staff to ensure
that subgranteesdhereto theseapplicablepolicies.

CivilRights

Title VI of the CivilRightsAct of 1964,42 U.S.C2000d,et seq.and its implementingregulations
provide that no person shall be subjectedto discriminationon the basisof race, color, or
national origin under any programor activity that receivesfederalfinancialassistanceln most
caseswhenarecipientreceivesFederalfinancialassistancdor a particularprogramor activity,
all operationsof the recipientare coveredby Title VI, not just the part of the programthat uses
the Federalssistance.

EqualServicesrovider

SCGs an equalemploymentand servicesprovider. All grant decisionsare basedon merit and
program need, and not on race, color, citizenship status, national origin, ancestry, gender,
sexualorientation, age, weight, religion, creed, physicalor mental disability, marital status,
veteranstatus,political affiliation or any other factor protectedby law.

LimitedEnglishProficiency(LEP)

Languagefor LEPindividualscan be a barrier to accessingmportant benefits or services,
understandingand exercisingimportant rights, complyingwith applicableresponsibilities,or
understandingother information provided by federally funded programsand activities. Title VI
and Title VI regulationsrequire that recipients take reasonablestepsto ensure meaningful
accesdo the information, programsandserviceghey provide.

The Office of Multicultural Servicesmay assistgrant staff to interpret Spanishwhile Language
Lineis a costbasedserviceto which HillsboroughCounty Governmentsubscribeswith each
Countydepartmentto be chargedfor the use of the serviceswhen Countystaff needshelpin
interpretingforeignlanguages.

Americanwith DisabilitiesAct (ADA)

In the broadestsense,t requiresthat state andlocalgovernmentsbe accessibléo peoplewith
disabilities.For additional information regardingstatute and regulationshttp://www.ada.gov/
or contactthe respectiveAssistantCountyAttorney.

OtherNationalPolicies Miscellaneous

Age DiscriminationAct, Section504 of the RehabilitationAct, Fair Labor StandardsAct, Davis
Bacon Act, Contract Work Hours and Safety StandardsAct, Anti-Kickback(Copeland)Act,
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LobbyingRestrictions,Debarmentand SuspensionFreedomof Information Act, DrugFree
WorkplaceAct,andmore.

Thefollowinggenerallyrelateto constructiongrants:
NationalEnvironmentaPolicyAct, FederalWater Pollution ControlAct, CleanAir Act, National
HistoricPreservatiomAct,and ContractWork Hoursand SafetyStandardsAct.

OCCURRENCHATREQUIRIMMEDIATERIOTIFICATIONOTHEGMO

KeyPersonnelChanges

1. Promptly notify the GMO upon the resignation,termination, or retirement of any grants
liaison or other key grant program staff member to insure that proper retention of
informationand continuousgrantsmanagemenbccursduringthe transition period.

2. Priorgrantorapprovalisrequiredto installkeygrantpersonnelge.g.the projectmanager.

Noticeof Audit, Monitoring visit or Review

1. Promptlynotify the GMOuponreceipt of a notice by the recipientdepartmentof a site or
monitoring visit to be performedby the grantor. GMOstaff mayassistin the preparationof
grantorsite visits,reviews,or audits.

EXTERNAUDITS/REVIEWS/MONITORINGS
1. Thefollowing internal entities must be promptly notified in the eventthe awardor program
is selectedfor audit by the grantor:

Businesand SupportServices
GrantsManagementOffice
DepartmentDirector
ProjectManager
AwardManager
AdministrativeSupportStaff.

= =4 -8 -4 4 -

TYPESF EXTERNAUDITS

FederalSingleAudit Act(OMBA-133)

Federal audit and annual reporting requirements are contained in 2 CFRPart 225 (Cost
Principles) andDMB CircularA-133 (Complianceand Audit Requirements)Non-federal entities
expending$750,0000r more in a year in federal awards are required to have a single or
programspecific audit conducted for that year, performed by an outside auditor. It is
important that all grantactivityandany
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changedo the grant are well documentedto facilitate any audit. Audit findingsmade during
the A-133auditare providedto the grantor,whichcouldprompt anaudit by the grantor.

Thefollowing activitiesare the fourteen typesof compliancerequirementsconsideredn every
auditconductedunder OMBCircularA-133,andare found highlightedthroughoutthis manual:

1 - ActivitiesAllowedor Unallowable

2 - AllowableCosts/CosPrinciples

3- Cashvianagement

4 - DavisBaconAct

5 - Eligibility

6 - Equipmentand RealPropertyManagement
7 - Matching,Levelof Effort,Earmarking

8 - Period ofAvailabilityof FederaFunds

9 - ProcurementSuspensiondDebarment
10- Programincome

11- RealPropertyAcquisitionand RelocatiorAssistance
12- Reporting

13- SubrecipienMonitoring

14- Speciallestsand Provisions

FloridaSingleAudit Act

The Florida Single Audit Act establishesuniform audit requirements for state financial
assistanceand follows the same cost principlesand requirementsestablishedin the Federal
SingleAudit Act.

GrantingAgencyor PassThroughAgencyAudits

Eachgrantor and/or passthrough agencymay have different terms they use when conducting
reviews of programsthey fund. However,no matter the term used,the agencyis reviewing
documentationthat substantiateswhether the Countyis in compliancewith the terms and
agreementsassociatedwith the specificgrant or subaward.Thesereviews are usually more
programmaticin nature althoughthe associatedfiscal monitoring can be more detailed. The
fiscal monitoring is usually more specificthan the single audit in that the reviewing agency
requests a number of individual client files and all related programmatic and fiscal
documentationto determineallowableservicesaswell ascosts.

TYPESF INTERNAUDITS

CountyAudit

The County Audit Departmentis an entity under the HillsboroughCounty Clerkof the Circuit
Court. Theyare responsiblefor conductingindependent,objective reviewsand evaluationsof
all relevantactivitiesunder the HillsboroughCountyBoardof County Commissioner¢§BOCC).
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Theyspecificallyexaminethe controls, procedures and financesof an organizationwhich then
resultsin a written report to the BOCGnd management.Theseaudits assistmanagementin
achieving efficient and effective administration of their areas of responsibility, improving
countyoperationsandfulfilling its stewardshipof taxpayerdollars.

Countylnternal Audit Department

The Internal Audit Department(IAD) is under the overall direction and functioning of the

Internal Auditor, who reports directly to the BOCCThe CountyInternal Audit Committeewill

overseethe Internal Auditor and the functionsof the IAD on behalf of the BOCCThelnternal

Auditor isresponsiblefor performingindependent,objectiveassuranceand consultingactivities
designedto add value and improve operationsby bringinga systemic,disciplinedapproachto

evaluatingand improving the effectivenessof risk management, controls, and governance
processes.Thesereviews and evaluationsmay include performance,operational, compliance,
managementand other audits intended to provide assurancesas outlined in ResolutionNo.

R1*011lasapprovedbythe BOCC.

CODBFFEDERAL REGULATIENISOFFICEBF MANAGEMEMINDBUDGETIRCULARS
OMBCircularA-102Uniform AdministrativeRequirements

ThisOMB grants guidanceis for grantsand cooperative agreementswith State and Local
Governments.This guidanceis to serve as administrative guidanceto HillsboroughCounty
Government,including County grant staff, in their capacityas a direct federal grantee unless
the grantprogram guidancstatesotherwise.

2 CFRPart215(formerly OMBCircularA-110)

ThisOMB grants guidanceis for grants and agreementswith Institutions of Higher Education,
Hospitals,and Other Non-Profit Organizations.This guidanceis to serve as administrative
guidance to Hillsborough County Go v e r n rsebretigients that are higher education,
hospitalor non-profit agenciesunlessthe grantprogramguidancestatesotherwise.

2 CFRPart225(formerly OMBCircularA-87)

This OMB grants guidanceis CostPrinciplesfor State, Local,and Indian Tribal Governments.
This guidanceis to serve as cost principles guidancefor HillsboroughCounty Government,
unlessthe grantp r o g rgaidancestatesotherwise.

OMBCircularA-133

ThisOMBgrantsguidanceis the CostPrinciplesfor State,Local, and IndiaiiribalGovernments.
This guidanceis to serve as cost principles guidancefor HillsboroughCounty Government,
unlessthe grantp r o g rgaidancestatesotherwise.
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APPENDICES
Glossary

AccountsReceivableAccountsreceivables coststhat are billed to the grantor agencyfor which
the Countyhasnot yet receivedpayment.

Allowable/ EligibleCost:An allowableor eligiblecostis an expensethat canbe chargeddirectly
to the grantor agreementand is not specificallyexcludedby governmentregulationsor by the
grantagreement.

Application/Offer: An applicationor offer is a formal requestof agencyapprovalfor funding of
costobjectiveshasedupon theC o u nprojectaccomplishments.

Authorized OrganizationaRepresentativ AOR): The administrative official who on behalf of

the County is empowered to make certifications and assurancesand can commit the

organizationto the conductof a project for which fundingis beingsought,aswell asadhereto

various grantor policies and grant requirements. For the County, this personis the County
Administratoror his or her designeedocumentedin writing. The AORhasthe authority to sign
grant applicationsand the required certificationsand/or assuranceshat are necessaryo fulfill

the requirementsof the applicationprocess.

BaselineThe Oracleprocessof assigninghe awardto the project and releasingthe project for
spending.

Budget:A budgetisaprojectma n a dfieancialplan thatliststhe type of expendituresand the
dollaramounts requiredto carryout projectobjectives.

BudgetPeriod:Abudgetperiodis aninterval of time in whichthe projectis dividedfor budgetary
purposes.

Carryover:A carryoveris the remainingbudget balanceavailablefrom a project that may be
continuedinto subsequentbudget periodsof the next fiscalyear or budget period. Carryovers
arenot alwaysautomatic or allowedby allfundingagencies.

CAS:Cost Accounting Standardspertaining to grant awards. CASwere designedto achieve
uniformity and consistencyin the measurement,assignment,and allocation of costs to
governmentcontracts.

CFDACatalogof federal DomesticAssistancea databaseof all federal programsavailableto
stateandlocalgovernments.
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CFRCodeof federalRegulations

CFSACatalogof State FinancialAssistancea databaseof state projectsthat provide financial
assistancéo non-state entities.

CostOverruns:Costoverrunsare allowablecostsincurredin excessof funding by the grantoring
agencyandrequired matchingbythe County.

CostShare: a.k.amatching; thosdundsor servicexommittedto a projectand provided bythe
Countyor athird-party entity.

COTRContractingOfficer's TechnicalRepresentativean employeeof the grantor responsible
for managinghe technicalaspectsof the grant.

Deliverables:Agreed upon tasksthat are completed and submitted within a scheduledtime
frame. Awritten reportis typicallyrequiredto accompanyeachdeliverable.

Disallowed/Ineligible€Costs: Disallowedr Ineligiblecostsor Ineligiblecostsare coststhat are not
reimbursableby the grantoring agency.

Grants.go\Roles

E-Businesdoint of Contact(POC)The EBusinesOCis the singlepersonresponsiblefor the
administration and managementof grant activities in his/her organization.In concert with
management, EBusiness POCs provide organizational staff the ability to submit grant
applicationghrough Grants.go\(i.e.,authorizesAOR).

EFFECTI\BATHS the date specifiedin the grantagreementon or after which, exceptfor fixed

price awards,expendituresmay be chargedto the grant. The EffectiveDate clausesetsthe date

when the rights and obligationsunder the agreementbecomeoperational. The Effective Date
need not be the sameasthe executiondate. Theeffective date is the date that the agreement
becomeseffectiveand canbe a specifieddate other than the date the agreementwas signedin

the absenceof an effective date, the terms of the agreement become operational upon

execution.

ExecutionDate: The date that the final party signsthe document.If no other date is specified,
the contractis effectiveon the execution(signingdate.

ExpirationDate: Thedate specifiedin the grant agreementafter which expendituresmay not be

chargedagainstthe grant exceptto satisfyobligationsto pay allowableproject costscommitted
on or beforethat date.
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GrantPeriod:Theperiodof time betweenthe effectivedate andthe expirationdate of agrant.

ElectronidGrants:Theadministrationof a grant usingthe electronicmediawhich may not result
in officialhard-copy documents.

Encumbrances/Obligation€ncumbrancesand obligations are the amount of items ordered,
servicesrendered, contractsawarded,or similar transactionsthat are outstandingor unpaid at
the endof the accountingperiod.

Equipment: Equipmentis items non-expendablein nature- such as furniture, instruments, or
repairablemachineswith a usefullife of more than one (1) year,with a singleunit cost inexcess
of $1,000.

FederalPassThrough:An awardthat comesfrom a state or non-federal source,but the prime
sourceof fundingoriginallycamefrom afederalsource.

Fisca¥earTheC o u nfisoalyearisOctoberl - Septembei30.

FloridaSingleAudit Act: The purposeof the actis to establishuniform state audit requirements
for statefinancialassistanceprovidedby stateagencieso nonstateentities.

FullyExecutedAgreement:Fullyexecutedagreementis an agreementthat is signedby all parties
involved.

(GCQ Grants Coordinating Officer The individualthat is locatedin the Grants
ManagementOffice and is responsiblefor oversightand administration of all grantsin the
B O C hange. This individual is the primary point of contact for grant activities and is
responsiblefor coordinating the preparationof the Scheduleof federal Awards and State
Financial Assistance,which incorporates grants awarded in the C o u n ihame sia the
constitutionalofficers.

grantor/Granting Agency: Granting agency is the external organizationfunding a particular
project.

Grants/Award:A grant agreementshallbe usedasthe legalinstrument wheneverits principal
purpose s the transfer of money, property, services,or anythingof value to the state, local
governmentor other recipientin orderto accomplisha publicpurposeof supportor stimulation
authorizedby federalstatute.
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(GMO) Grants ManagementOffice: HillsboroughCounty office in the StrategicPlanningand
GrantsManagemenDepartment.

GrantsOfficer: a.k.a. ContractingOfficer, the employeeof the grantor who is responsiblefor
administeringthe financialaspectsf the grant.

HCOHlillsboroughCountyorganization

Matching/CostSharingMatchingor costsharingis definedasthe sharingof costsof a grantored
agreementby the County. Matching istypicallydone on grants anchot contracts. Matchingor
costsharingcanbein the form of In-kind,cash,or acombinationof both.

OMB: federal Office of Managementand Budget; issues Circularsthat are instructions or
information issued by OMB to federal agencies,which are then passeddown to grant
recipients.

Officeof ManagementandBudgetCirculars:

OMB A-87 (2 CFRPart 225) — Establishegrinciplesand standardsfor determining costs for
federal awards carried out through grants, cost reimbursement contracts, and other
agreements with State and local governments and federally - recognized Indian tribal
governments.

OMB A-102: Thiscircularestablishesconsistencyand uniformity amongfederal agenciesn the
managemenbf grantsand cooperativeagreementswith State,local,and federally— recognized
Indiantribal governments.

OMB A-133: This circular establishesaudit requirementsfor federally granted awards and
defines federal responsibilitiesfor implementingand monitoring higher education and other
non-profit institutionsthat receivefederalawards.
Oracle:TheCounty'selectronicfinancialaccountingsystem.
OriginaBudget:Firstbudgetapprovedby the fundingagency.

Periodof Performance:Periodof time in which the project performanceand related costsare
incurred. The start date is the first day that activity and reimbursementof costs begin.

Likewisethe enddateisthe lastdaythat activity andrelatedcostscanbeincurred.

POETAThe Oraclenumber string required for assigningcoststo a project. It representsthe
Project,chargingOrganizationExpendituretype, Taskand Award.
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Point of Contact: An individual who is designatedas the personresponsiblefor coordinating
communication among the various parties associatedwith grants, i.e. granting agencies,
auditors,programmanagersthird parties,subrecipientsandotherinterestedparties.

ProcurementContract: A contract used when the principal purpose of the transactionis the
acquisitionof property or servicedor the directbenefitor useof the awardingentity.

Program Income: Program income means gross income received by the recipient or a
subrecipient directly generated from the use of CDBG funds, except as provided in paragraph
(a)(4) of this section.

ProjectManager:A program manageris the Countyemployeethat hasdirect responsibilityfor
carryingout the requirementsof a grantoredproject andfor producingthe final technicalreport
andfor providingtheir requireddeliverablesf applicable.

Project Award: The project award is the approvaland funding of a project as detailed in the
official award documentthat specifiesthe amount of funding, project period, and any special
requirementsor restrictions.

Sourceof Funding:

federal— grantoredagreementdundeddirectly by the United Statesfederalgovernment.
FederalPassThrough— grantor agreementswhere the Countyis not the prime recipientfrom
the United Statesfederalgovernment but is actingin the capacityof a subrecipient.

State— grantoragreementdundeddirectly by the Stateof Florida.

StatePassThrough:An awardthat comesfrom a non-federal, non-state source,but the prime
sourceof fundingoriginallycamefrom a Stateof Floridasource.

Supplies: Suppliese expendablatemsthat are consumedworn out, or otherwisedeteriorated
inlessthantwo yearsandhavingapurchasepriceof lessthan$1,000.

SubcontractsA subcontractis a contract that assignssome of the obligationsof a contract to
anotherparty. Theterms of the obligationsare outlined in the samemannerasdescribedunder
contracts.

SubrecipientA subrecipientis an organizationthat receivesfederal or state financialassistance

to carryout aprogram from a primaryrecipientor another subrecipient.Suchan organizationis
therefore subjectto certain federaland/or auditrequirements.

50



GrantsAdministrationHandbook

Ic-lti)ILsrl]Jtc;rough 2NDEdition,Versionl1.0

Third-PartyAdministrator: This isan individualor firm hired by the Countyto handlethe program
ma n a g fanctiors associatedwith a particular grant. The responsibilitiesand duties are
identicalto thoseof a Countyemployeeinthe capacityasaprojectmanager.

Total Project Cost: The cost of a grant project is comprisedof allowable direct costs of the
program, plus its allocable portion of allowable indirect costs, less applicable credits. This
includesboththeg r a n share dndthe C o u nshayeif applicable.

Typesof Grants:

BlockGrants— a broadintergovernmentakransferof fundsor other assetsby the U.S.Congress
to state or local governmentsfor specific activities such as secondaryeducation or health

services,but with few restrictions attached. Block grants are distributed accordingto legal

formulas defining broad functional areas such as health, income security, education, or

transportation.Theyare usedfor avarietyof activities largelyatther e c i pdisaetion.” s

Competitive(Discretionary)Grants— an award of financialassistancen the form of money,or
property in lieu of money, by the federal Governmentto an eligible grantee, usually made
basedon acompetitivereviewprocess.

Continuation Grant — a continuation grant provides additional funding for budget periods
subsequento the initial budgetperiod. Also referredo asa RenewalGrant.

ConditionalGrant — a conditional grant involvesone grant maker seekingthe involvementof
others by makingtheir grant (only a part of the total costsof a project) conditionalupon the
remainderof the costbeingfundedfrom anothersource.

Cooperative Agreementsand Contracts— a type of grantassistanceawarded by a federal
agency when it anticipates having substantial involvement with the grantee during the
performanceof afundedproject.

CorporateGrants—agrantmadeby a corporatefoundation.

CostReimbursablésrant— A costreimbursablegrant providesfor paymentto the Countybased
onthe C o u nadctyalcast experiencen performingandcompletingthe grant.

CountyGrants—agrantmadeby CountyGovernment.

Earmark— refers to a provisionin legislationrequiring that a portion of a certain source of
revenuebe designatedor specific projectsisuallyat the requestof alegislator.

Federal Grants—a grantmadebythe federal Government.
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FormulaGrants— a grant that the federalagencyis directed by Congresso maketo grantees,
for whichthe amount s establishedoy a formula basedon certain criteria that are written into

the legislationand program regulations;this funding is directly awarded and administeredin

thefederala g e nprogransoffices.

FoundationGrants—a grantmadeby a philanthropicfoundation.

Pasghru — grant funds receivedfrom one grantor, but passedthrough another grantor or
fundingsource.

ReimbursemenPrograms- a type of funding programunder which the granteeis reimbursed
for qualifyingexpendituresalreadyincurred,asspecifiedin the termsof the grantagreement.

RenewalGrant— a renewalgrant providesadditionalfunding for budgetperiodssubsequento
the initial budgetperiod. (Also referredo asa ContinuationGrant.)

StateGrants—agrantmadeby StateGovernment.

UnallowableCost:Unallowablecostsare coststhat cannotbe chargeddirectly or indirectly to a
grant.

USEFUMANAGEMENIINKS

CountyGrantsManagementWebpage

http://www.hillsboroughCounty.org/grants

The County's contracts and grants management program website that provides a
comprehensivelocation for assistanceto increasegrant funding opportunities and enhance
servicedeliveryto HCCcontractand grantadministrators.

Debarredand Suspendedontractors federalExcludedPartiesListSystem
http://www.epls.gov/

GeneralServicesAdministration(GSAwebsite for the purposeof disseminatingnformation on
parties that are excludedfrom receivingfederal contracts, certain subcontracts,and certain
federal financial and non-financial assistanceand benefits, pursuantto the provisionsof 31
U.S.C6101,note, E.0.12549,E.0.12689,48 CFR9.404,and eachU.S.agency'scodification of
the CommonRulefor Non-procurementsuspensiorand debarment.

FederalGovernmeniContractingRegulations

http://acquisition.gov

Hometo federalacquisitionregulations(FARSand other federal contractingopportunitiesand
regulations.

52


http://www.hillsboroughcounty.org/grants
http://www.epls.gov/
http://acquisition.gov/

GrantsAdministrationHandbook

Ic-lti)ILsrl]Jtc;rough 2NDEdition,Versionl1.0

FloridaDepartmentof FinanciaBervices

https://apps.fldfs.com/fsaa/

Thissite leadsyou to the FDFSite for information on the FloridaSingleAudit Act and other
important stategrantrelatedsites.

FloridaDepartmentof ManagementServices- ConvictedvendorList
http://dms.myflorida.com/business _operations/state purchasing/vendor_information/convict
ed_suspended_discriminatory complaints _vendor_lists/convicted vendor _list

Thissite providesa list of the names and addresse$ vendors whdhavebeendisqualified from
participatingin the public contractingprocesaunder Section287.133(3) (d)EloridaStatutes

Grants.gov

http://www.grants.gov

Grants.govs the sourceto find and applyfor federalgovernmentgrants.Grants.govs a central
storehousefor information on over 1,000 grant programsand accessto approximately$400
billion in annualawardsfrom the 26 federalagencies.

MyFlorida.com

http://www.myflorida.com/

My Floridais the state of Floridaportal for all state related matters. Thislink conductsa search
for Floridastate grantsof anykind.

NationalContractManagementAssociation

http://www.ncmahg.org/

NCMA exists to enable the workforce to grow professionally, assess individual and
organizational competency against professional standards, establish values, develop best
practices,and provide accesgo skilledindividuals,enablingenterprisesto improvetheir buyer
sellerrelationships.

NationalGrantsManagementAssociation

http://www.ngma.org

NGMA connects professionalsin the grants field to improve and unify the federal grants
deliveryprocessby bringingtogetherthe professionalsnvolvedin this processsothat they may
learnfrom eachother.

TheNationalGrantsPartnership(NGP)

http://www.thengp.org/index.html

The National Grants Partnershipwas establishedin 2004 to bring together governmentand
non-governmentindividualswith an interest in improving the grants processin the United

53


http://dms.myflorida.com/business_operations/state_purchasing/vendor_information/convict
http://www.grants.gov/
http://www.myflorida.com/
http://www.ncmahq.org/
http://www.ngma.org/
http://www.thengp.org/index.html

GrantsAdministrationHandbook

2NDEdition, Versionl1.0

States. The NGP provides to stakeholdersa forum for discussionand researchon grants
administrationissues.

Officeof Managementand Budget

http://www.whitehouse.gov/omb/grants/grants _circulars.html

The Office of Managementand Budget(OMB)leadsdevelopmentof governmentwide policyto
assurethat grantsare managedproperly and that federal dollarsare spentin accordancewith
applicable laws and regulations. Their site contains links to OMB Circulars, grant forms,
important policy documentsand other useful grant links. Municipal grants are governedby
OMBA-87,A-102,andA-133.

USA.gov

http://www.usa.gov

USA.gowprovidesthe public with easy,one-stop accesgo all online U.S .federal Government
resources.

USDeptof Labor:DavisBacon Act

http://www.dol.gov/compliance/guide/dbra.htm

Federal Act that regulates the rate of wages for laborers and mechanicsemployed by
contractors and subcontractorsfor construction, alteration, and/or repair, including painting
and decorating,of public buildingsor public works within the geographicalimits of the States.
TheAct requiresthat laborerson federallyfunded constructionprojectsmore than $2000shall
be paid the minimum wage determinedby the Secretaryof Laborto be prevailingfor laborers
employedon projectsof a similarnature in the County,town, village,or other civil subdivision
of the Statein whichthe workisto be performed.

GRANWRITINGIPSANDGUIDANCENKS
FederalGrantProposalGuidanceand Assistance

EPAGrantWriting Tutorial

http://www.purdue.edu/dp/envirosoft/grants/src/msieopen.htm

A grant writing/proposal preparation site from the US EnvironmentalProtection Agencyin
conjunctionwith PurdueUniversity .Siteoffers greatexamplesof proposalsections.

Grants.go\ApplicantResources
http://www.grants.gov/applicants/app_help_reso.jsp
Toolsandsampledocumentsfor better grantwriting and proposapreparation.

Guideto ProposaMriting from the NationalSciencd-oundation
http://www.nsf.qov/pubs/1998/nsf9891/nsf9891.htm
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USCatalogof federalDomesticAssistanc&rantWriting Tutorial
http://12.46.245.173/pls/portal30/CATALOG.GRANT PROPOSAL_DYN.show

An excellentsite for basicproposalpreparationand grant writing from the membersof the US
Catalogof DomesticAssistancea databaseof all federal programsavailableto state and local
governments.

Nonprofit GrantProposalGuidanceand Assistance

GrantProposal.com

http://www.grantproposal.com/

Thissite isdevotedto providingfree resourcedor both advancedgrantwriting consultantsand
inexperiencedonprofit staff.

GrantProposaMriting Tipsfrom Corpfor PublicBroadcasting
http://www.cpb.org/grants/grantwriting.html

TheCorpfor PublicBroadcastingawardshundredsof grantsannually. Thesetips are gleaned
from the manyproposalssubmittedto the organization.

ProposaWriting ShortCourserom the FoundationCenter
http://foundationcenter.org/getstarted/tutorials/shortcourse/index.html
Excellengeneralkknowledgeon the grantwriting processand howto improvegrant narratives.

ProposaBudgetingBasicgrom the FoundationCenter
http://foundationcenter.org/getstarted/tutorials/prop budgt/index.html
Thissite goeshandin-handwith the Foundation Center'BroposaWriting ShortCourse.

Sample®f SuccessfullifundedProposaldrom the IdeaBank
http://theideabank.com/onlinecourse/samplegrant.html

Aslewof proposasthat havebeensuccessfulljunded, particularlypublicsafetyrelated
projects.
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