CITY OF FAIRFIELD ADMINISTRATIVE POLICY

Chapter 100 - Administration
Section 33 - Grant Management Policy

The City uses grants to leverage and maximize the use of its limited available funds to help in funding
City Council’s goals and objectives. This Policy provides an overall framework for the use and
management of grant funding by City staff, including outlining the commitments of staff, ensuring that
the grant project is sustainable, and assuring that the City will be regulatory compliant. The City
developed this Policy to ensure that all documentation, compliance, accounting, and reporting
requirements are followed for all of the City’s grant programs.

Goals
1.

Ensure that the City has available resources to implement and maintain the grant and ensure
that the program is sustainable through the life of the grant.

Identify roles and responsibilities to ensure that grant programs are administered appropriately
through the life of the grant.

Establish a system of internal checks and balances to ensure that all grant requirements will be
met.

Establish guidelines to assist departments in managing grant programs.

Ensure grant programs are administered in compliance with all applicable Federal, State, and
Local grant regulations, including the Federal Office of Management and Budget guidelines 2
Code of Federal Regulations (CFR) Part 200.

General Concepts

1.
2.

The City will pursue grant funding that is consistent with identified City goals and objectives.

The City seeks grants only when resources are available to effectively administer the program
in compliance with grant requirements.

City Department Heads or their designee have the primary responsibility for seeking grants,
preparing grant applications, and managing grant programs after they have been awarded. This
includes ensuring compliance by the department and City with all requirements and regulations
related to the grant.

City Department Heads or their designee are responsible for ensuring that funds derived from
grants are expended only in accordance with grant terms and may not be spent on any other
program without the consent of the grantor agency.
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Applying for Grant Funding

1. Departments shall prepare grant applications and work with the grantor agency in identifying
special program requirements and developing strategies for preparing a successful grant
application.

2. Departments should consider the sustainability (costs and benefits) of the grant program,
Elements of this analysis may include any of the following:

© 20T

The grant’s consistency with identified City goals and objectives.

Additional staffing, facilities, equipment to be required if the grant is awarded.
Annual operating and fiscal impacts of the grant program.

Amount of indirect costs that can be recovered from the grant.

Impacts on other departments if the grant is approved

3. City administrative costs (indirect costs) for grant programs should be considered as part of costs
to be recovered under the grant.

4. Departments shall coordinate with identified City staff to address these administrative items prior
to grant submission if applicable:

a.

Accounting Manager: if the individual grant award is anticipated to exceed $750,000 (the
single audit major program threshold)

Budget Manager: if the City will be required to provide matching funds for the grant
Human Resources Director: if the grant requires the City to implement or modify any
personnel-related administrative policies

Chief Information Officer: If the grant involves the acquisition of technology items or
services, to ensure compliance with City Technology standards and if it involves
technology items for consideration as part of IT’s replacement funding program.

Other Department Heads: if the grant will affect operations or require involvement of other
City departments as part of the grant program

City Attorney: to provide a general legal review of contracts and grant documents once a
grant is authorized by a grantor agency. On a case-by-case basis, the Attorney will opine
on the validity of a contract or grant documents if specifically requested by City staff.
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Accepting Grants

1.
2.

The City Manager or his designee shall execute all grant contract documents.

City Council shall approve grant awards (unless previously adopted by City Council without
changes) and associated budget adjustments that meet any one of the following conditions:

a. As required by the grant. For example, the Federal Office of Management and Budget
guidelines 2 Code of Federal Regulations (CFR) Part 200 require any single purchase or
service over $150,000 for the grant to be approved by Council

b. Grant award requires a budget allocation increasing total fund expenses that had not yet
been previously approved by Council

For grants requiring City Council approval, the recipient department shall prepare a
comprehensive staff report, including budget impacts, coordinate the execution of documents by
the City Manager if required and return the executed documents to the grantor agency.

For grants not requiring City Council approval, the recipient department shall submit the grant
document to the City Manager or designee for execution and return documents to the grantor
agency. If the grant is submitted electronically, the Department shall notify the City Manager of
the award.

The recipient department shall save on the City Electronic File Drive (in the _Grants Directory
and in the appropriate Department subdirectory):
a. Any final grant award documents for each grant number, including any related
amendments
b. Annual Funding Plans
c. A completed Grant Summary Form'

For Community Development Block Grant (CDBG) / Section 8 / Transportation Development Act
(TDA) Grants, the recipient Department shall save adopted funding plans as approved by City
Council on the City Electronic File Drive (in the _Grants Directory and in the appropriate
Department subdirectory).
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Monitoring of Grants
1. The recipient department has the primary responsibility for financial management of grant funds

in accordance with granting agency policies and procedures’, including:
a. Ensuring the timely billing of reimbursements (no less than on a quarterly basis) and
adherence to required purchasing procedures
b. Preparing reports required by the granting agency that reconcile to the City’s general
ledger
c. Adhering to all grant requirements, including those for sub recipients relating to monitoring
and risk assessment’

2. Finance shall establish account codes to set up the tracking of the City's grant revenues and
expenditures by recipient departments. Finance staff shall ensure grant accounting and financial
reporting requirements are followed, including preparing and distributing quarterly reports on
grants with reimbursements that are outstanding (including any from prior fiscal years) to
departments and preparing the annual single audit schedules for the auditors.

3. The department shall verify that selected vendors for a grant are not suspended or debarred
through the Excluded Parties List System on the System for Award Management website,
WWW.Sam.gov.

4. If non-compliance issues arise, staff shall adhere to the Grant Management Policy
Supplementary Procedures.

5.  Prior to August 315t of each fiscal year (to be updated as new grant funds are received during
the year) each department director shall submit a memo to the Finance Director containing the
information listed below.

a. The grants the departments have outstanding for the new fiscal year and any new grants
to be received for the new fiscal year (Finance will provide the grant information it is aware
of for each department, with each department providing updates regarding changes to or
new grants).

b. A statement that the director and their staff responsible for administering the grants have
a complete understanding of all of
i. The rules and regulations of each grant, and;
ii. Any new changes that have been implemented for the fiscal year for the grant

c. A statement indicating that the department head and their staff will ensure that each of
their grants are administered and all grant funds are used in complete accordance with
that grant’s rules and regulations in effect for that fiscal year.
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6. The Finance Director shall compile this information received from each department and present
a comprehensive memo to the City Manager describing all grants expected to be received for
the fiscal year.

7. The City’s local purchasing preference in section 7 of its purchasing policies and procedures will
NOT apply to the use of any federal grant funds or any other funds that do not allow for the use
of a local purchasing preference when purchasing goods or services.

8. Any use of sole source vendors for the purchase of items must comply with section 28.18 of the
City’s purchasing ordinance.

9. If a department requests Finance to hold the release of a check related to a grant funded
program, the department shall verify and indicate to finance that the holding of the check is in
compliance with the specific grant guidelines pertaining to that program in regards to the
reason(s) for and time requested to hold the check. If the department ultimately determines that
the check should not be released, Finance shall void the check and return any related requested
grant funds to the granting agency.

Grant Closure

1.  The recipient department will ensure that the following items are completed prior to grant closure:
All grant requirements are complete, including submission of all closeout documents
If necessary, a “close-out” meeting with other departments to resolve any issues
The invoicing and final receipt of grant revenues in coordination with Finance
The return of unobligated funds (if applicable) to the grantor in coordination with Finance
Review grant files for completeness

Retain backup records per City’s retention policy and per grantor requirements (currently
at least seven years)

-0 Q0T

1See attached Grant Management Policy Supplementary Procedures and Grant Summary Form for additional
details on this item
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Requirements for Grantee Department for monitoring grant sub recipients

1.

For federal grants with sub-recipients, clearly communicate to sub-recipients the nature of the
funds they are receiving through the award letter, and the requirements of their grant award.

Perform and document in writing annual risk assessments on sub-recipients in accordance with
guidelines established by the granting agency and OMB, and perform sub-recipients monitoring
on an annual basis. Examples of sub-recipient monitoring are review of financial and
programmatic reports, including single audit reports, site visits and project status meetings.

Follow-up to ensure that the sub-recipients take timely action on all deficiencies pertaining to the
federal award through audits and on-site reviews

Departments who are prime federal grant recipients and who award a subgrant of $25,000 or
more must file a subaward report in the format required under the Federal Funding Accounting
and Transparency Act (FFATA) by the end of the month, as outlined by the Federal Office of
Management and Budget (OMB). This report must be filed by the department grant manager.

Grant Compliance Issues
If any issues of non-compliance of the grant (i.e. inappropriate expenditures, terms of the grant not

being followed) come to the attention of the Finance Department, the following will take place:

a.

The issues will be documented and discussed between the Accounting Division and the
Operating Manger responsible for the grant.

If there is no satisfactory resolution, the issues will be documented and communicated to the
Director of Finance as well as the Director of the Department administering the grant, and the
Directors will jointly decide if the issues are non-compliant. If a satisfactory resolution of the
issues is not reached between the Directors, the issues will be documented and referred to the
City Manager’s office for a final decision.

Any payments in question will not be paid until a clear resolution is provided to the
Director of the Department administering the grant and the Director of Finance.

Departments shall save any audits from external granting agencies on their grants shall on the
City Electronic File Drive (in the _Grants Directory and in the appropriate Department
subdirectory).
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