Grant Administration

APPENDIX A

GRANT
APPLICATION

City of Denton

Identify Grant
Opportunity

I Review Grant Requirements I

v

NOTE: “Benefits” can be
both financial and/or
non-financial (i.e. council
policy or recognition)

Does the grant
provide a benefit to
the city?

GRANT
COMMITTEE

Complete Grant Review
Questionnaire

v

Submit Completed

Questionnaire to Grant E

Committee for review

v

Review Questionnaire and
prepare comments and
recommendations for Finance
Director’s review

v

I Finance Director Review I

Follow up questions

- )

The costs of administering
the grant outweigh the
benefits the City will receive.

YES

or additional
information?

I City Manager’s Office Review I




Approved?

Scan Grant Application into
shared folder (O drive)

v

Submit Grant Application to
Agency

v

Contact Treasury for Direct
Deposit Authorization Form

Grant
Awarded?

Prepare Council Agenda Item in
LEGISTAR

Approved by
Council?

Scan Documentation into shared
folder (O drive)

5

NO

STOP

STOP

STOP

ANANERN

Grant Agreement

Grant Award Notification
Council Minutes (grant
approval)

Go to Grant
Administrator —
page 5




RECEIPTS &
REIMBURSEMENTS

PURCHASING

Receipt of Grant Funds (Award
or Reimbursement)

v

| Notify Grant Accountant |

v

Grant Accountant to provide
Account Coding

Will materials or
services be
purchased with grant
funding?

Go to Grant
Administrator —
page 5

Is Vendor listed on
Excluded Parties List
System (SAM.gov)?

STOP

MUST select another vendor.
Scan results of EPLS search Document and scan results into
into grant folder (O drive) grant folder —will need this for
any desk review or audit.

Are there specific
purchasing
requirements on the
grant?

Go to Grant
Administrator —

YES page 5




HUMAN RESOURCES

©)
y

Notify Purchasing when
requesting new purchase orders
that you have a grant

v

Send Purchasing a list of
acceptable items/vendors (or
exclusions) for the grant

Notify Grant Accountant so item
can be tracked for inventory
and/or disposal

Are you purchasing
property or
equipment?

Grant Accountant to set up
project # if needed

Notify Grant Accountant to
obtain account number for
coding

v

Scan all purchase orders,
invoices, and PCARD receipts
into grant folder

Is an EEOP plan
required?

Go to Grant
Administrator —
page 5

Review the City’s policy
(O: drive)




Prepare on EEOP plan for the
grant

v

Work with Human Resources for
plan review/approval

v

Scan the approved plan into the
grant folder

|
|
I
GRANT Maintain documentation in the
grant folder (O: drive)
ADMINISTRATOR
|
|
|
\"4
GRANT Input grant information into the
TRACKING WORKSHEET when
ACCOUNTANT the grant is approved

v

Input new grant information into
the SEFA report

v

Send email to Grant
Administrators to ensure
information is updated at least
quarterly (follow up as needed)




©)
Y

Ensure the SEFA report lists the
same grant information as the
TRACKING REPORT

v

Review/compare/update the
SEFA report to the TRACKING
REPORT at least quarterly to
ensure consistent information is
presented

GRANT
ADMINISTRATOR

Does the grant have

NO

sub-recipients?

Grant Administrator to follow
grant directive and monitor
compliance

v

Scan any documentation and/or
compliance testing into grant
folder

Y

Grant scheduled for a desk
review or field audit

Notify the Grant Accountant
and/or Assistant Controller

v

Accounting to provide
assistance/support




