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12.

EXECUTIVE SUMMARY

Only Columbus Council can grant authority to apply for a grant.

Individuals responsible for applying for a grant (throughout this policy referred to as Grant
Managers) must first request permission by completing the Grant Request for Application
and Checklist and submitting it to the Finance Director by way of Grant Compliance
Accountant, and then prepare and submit a resolution and agenda report to Council for
approval. The resolution must be reviewed by the Finance Department before placing on
the Council agenda.

Small grants will be reviewed by Finance to assure that the benefits of the grant outweigh
the costs of servicing the grant.

Grant Managers are responsible for the accuracy of all information requested in the
application. Full compliance is required.

Funds applied for must NOT be used to supplant existing funds. Supplanting occurs when
the grant funds replace funds already budgeted by the City.

Completed applications must be submitted to the Finance Department for review before
sending to granting agency.

All grant applicants must obtain and use the Grant Request for Application and Checklist
from Finance for guidance and compliance throughout the grant startup process.

Following all the guidelines in the Grant Request for Application and Checklist will assure
that Finance is aware of who the “grant manager” will be (responsible for reporting and
reimbursement requests, etc.), what the Finance department’s role will be, who will be
submitting the grant to Council for approval, and allow Finance to assist as needed.

No grant can be accepted (i.e., no contract initiated) without the approval of Council.

Only individuals authorized by Council can sign the grant contract and related forms. This
means the Mayor, the City Manager, or their designee, as approved by Council.

The grant process is an internal control system. The primary objectives of an internal
control system are to safeguard assets, ensure the reliability of accounting data, and to
comply with management policies and grant terms and conditions.

Operating controls help assure that procedures are used efficiently and effectively and in
accordance with management policies. These controls include written procedures,
budgetary systems, performance measurement, financial record keeping and systems to
assure compliance with grant terms and conditions and federal requirements.
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Grant managers are responsible for assuring that the program operates fully in compliance
with all Columbus Consolidated Government policies and procedures, including the city’s
procurement ordinance.

Grants must abide by any control procedures mandated by the grant in its terms and
conditions whenever these procedures are more restrictive than those required by the City.

Grant managers must assure that each subcontractor or sub recipient is aware of and abides
by all applicable policies and procedures.

Grant duties must be segregated to insure that no employee is in a position to authorize,
execute and approve any transaction.

Only personnel with the proper authorization are allowed to purchase goods and services.

Accounting controls should be in place to facilitate timely review of all financial activity,
with internal audits as necessary.

Compliance controls should be in place to ensure the proper disbursement and usage of
grant funds, that matching requirements are followed, and that other requirements or
limitations have been complied.

Those personnel directly involved in the execution of grant programs should be thoroughly
familiar with the controls placed upon each grant, as these controls may vary tremendously
from one grant to another.

When sub grantees or subcontractors are involved, the grant manager(s) must be able to
document the sub grantee’s/subcontractor’s compliance with all grant reporting, record
keeping, and internal operating and accounting control requirements. This includes
reviewing audit reports for the previous year as well as for each year that the contract is in
force.

The grantee department must not make any award, either through sub grant or contract, at
any tier, to any party which is debarred or suspended or is otherwise excluded from or
ineligible for participation in federal assistance programs.

The grantee department is also responsible for ensuring that the sub grantee complies with
all applicable City of Columbus policies and procedures related to the execution of the
grant, such as proper purchasing policies and procedures and federal employment
guidelines.

Any sub grant/subcontract must indicate any clauses required by federal statute and
executive orders and their implementing regulations.

Grantees (and sub grantees where involved) must maintain records that adequately identify
the source and application of funds provided for financially assisted activities.
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If the method used for financial reporting is inconsistent with the modified accrual method
used by the City’s accounting system, then all grant financial reports must be reconciled by
the grant manager with the City’s general ledger for the period being reported.

Most grants will be set up in the Multi-Grant Fund (Fund 216) using the City’s General
Ledger Chart of Accounts, with the appropriate department number and a unique unit
number to segregate the revenues and expenditures of each grant from all others.

The budget established for the grant must not exceed the total amount of the grant plus any
local cash matching funds that may be a part of the grant program.

The budget must be at a level of detail that is at least equal to that dictated by the grant.

The Grant Manager must abide by the policies and procedures outlined in the grant’s
contract dealing with line item budget overruns and budget amendments.

Under no circumstance is the grant allowed to exceed its total budgeted expenditures
without prior approval of the Finance Director, City Manager, and City Council.

The Grant Manager is responsible for assuring that their grant financial reports reconcile
with the expenditures and revenues for the same period on the reports generated for the
grant by the Grant Compliance Accountant.

Cash management policies dictated by the grant will supercede the City’s policies ONLY
when the grant’s policies are more restrictive than the City’s.

Reimbursement requests and drawdowns should occur as soon after the corresponding
expenditures as possible in order to maximize cash flow and minimize outstanding
receivables.

Because the City provides the operating funds for the grant programs, late grant
reimbursements result in cash outlays that the City needs for its daily operations.

All source documents (i.e., purchase documents, contracts, time and attendance records,
delivery receipts, vendor invoices, and reimbursement/advance requests) must be kept on
file by grant personnel.

A copy of all source documents must be sent to the Grant Compliance Accountant. In
keeping with OMB requirements beginning in FY16, machine-readable (digital)
transmission (i.e., computer-generated or scanned documents) is required.

Providing a proper audit trail of all information is both required and crucial.

Grant record keeping systems should organize and summarize transactions for the
preparation and support of financial statements and reports.
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The grant contract is the final authority on reporting and reimbursement requirements of
each particular grant.

Unless requested by the grantee department and approved by the Finance Department in
advance, the Grant Manager is responsible for preparing and submitting all reports required
by the grant.

Unless varying accounting methods or reporting requirements of the grant dictate, the
monthly and/or quarterly grant financial reports prepared by the Grant Compliance
Accountant for the grant managers will be the basis for all grant financial reporting. If
other information is utilized (i.e., purchase card receipts, purchase orders, or time and
attendance reports), the total reported dollar amounts must reconcile with the
monthly/quarterly financial reports by the completion of the grant or the end of the current
fiscal year, whichever occurs first.

The grant’s budget resolution must identify who will be authorized to submit the grant
documents (i.e., the application, the contract, and the reimbursement requests). This will
be the Mayor, the City Manager, OR their designee, and must be worded as such in the
resolution.

The individual who prepares a report or reimbursement request must never be the same
individual who signs the report or request. When electronic signatures are required for
online submission, the individual whose signature is being electronically signed must initial
each page of a printout of the material being transmitted online to indicate that he or she
has read the information. This must occur BEFORE the signature is submitted.

All financial reports and reimbursement requests prepared for the grant will be sent to the
Grant Compliance Accountant for review before they can be signed off by the appropriate
official and sent to the grant’s issuing agency.

All grant reports must be prepared within five days of their submission deadline whenever
possible in order to allow sufficient time for review by the Grant Compliance Accountant,
correction of any errors, and signing by the authorized official.

The submission date is the final date on which the report can be submitted to the grantor in
order to allow enough time to be received by the deadline for that report.

The Grant Manager is responsible for reconciling the reports with the General Ledger when
the reports are prepared using information other than the Grant Compliance Accountant’s
financial reports.

Grant revenue is recognized when it is earned. This may create a receivable at the end of
the fiscal year for revenue earned but not yet received.
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The Georgia Department of Community Affairs” Uniform Chart of Accounts dictates the
grant fund each grant will reside in. The fund must be indicated in the Council resolution
for acceptance of the grant.

Once a grant is awarded, the Grant Manager is responsible for coordinating the
establishment of the budget with Financial Planning. The Grant Compliance Accountant
can provide assistance if needed and if available, but is not responsible for requesting or
establishing the grant’s budget.

All required cash matches must be indicated in the grant’s resolution to be adopted by
Council and budgeted as an expense to the City.

The source of an in-kind match cannot be funded by another grant or used as an in-kind
match for another grant.

Indirect costs are central service costs incurred by the City in the process of hosting the
grant program and should be included in the grant’s application for funding whenever the
grant allows for the reimbursement of indirect costs.

The Grant Manager is responsible for finding out if their grant allows for the
reimbursement of indirect costs and coordinating the application for and calculation of
indirect cost reimbursement with the Grant Compliance Accountant.

Awarded revenues and expenditures of the grant must be identical to the revenues and
expenditures established in the City’s General Ledger for the grant, except that the City’s
budget may have more detail than the grant.

If the budget period for the grant (as noted in the grant award or contract) extends beyond
the end of the City’s current fiscal year, the Grant Manager must work with the Grant
Compliance Accountant and with Financial Planning to carry the remaining balance of the
grant over into the City’s next fiscal year.

All individuals working with grants should have the training and equipment necessary to
facilitate electronic grant transactions, as the OMB began requiring transactions to be done
electronically beginning with fiscal year 2016.

Submission and setup of electronic grants will involve different procedures and usually
require more time to accomplish.

All electronic files sent as e-mail attachments must first be forwarded to the Grant
Compliance Accountant for review.

All financial reports and reimbursement requests filed over the Internet must be sent to the
Grant Compliance Accountant for review in advance of their submission.
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No individual except for the Mayor, the City Manager, or his or her designee as indicated
in the grant’s adopted budget resolution, is allowed to possess an electronic signature. Just
as no one is allowed to forge another person’s signature, no one is allowed to use another
person’s electronic signature without his or her explicit approval.

The individual approved by Council in the budget resolution as the designee for the Mayor
or City Manager must bear full responsibility for the proper use and safeguarding of the
electronic signature, just as if they were signing a paper document.

The grantee is responsible for ensuring the protection of all sensitive data stored and/or
transmitted electronically in the performance of the grant program.

The Columbus Consolidated Government has no centralized grants management function.
There is no grants administrator or grant coordinator. The role of the Grant Compliance
Accountant is not to perform the application or reporting of grants but to oversee the
financial compliance and timely financial reporting of the grants. Grant managers are
responsible for the management, reporting, and closure of their grants. The Grant
Compliance Accountant can assist with these functions by applying financial data as
needed, but does not prepare applications or reports for transmittal.

Any compensation of employees by grant funding will be completely overseen by the City
Manager, to include examination, evaluation and approval.

All remedial and forward action on any decisions arrived at by the City Manager regarding
compensation of city employees through grant funding will be authorized by City Council
to the City Manager.

The Finance Department will review and establish, as necessary, internal control policies
and procedures to monitor and find any compensation that may be deemed discretionary
and which could lead to unfair or discriminatory compensation.

All decisions regarding grant funded compensation, including corrective actions
implemented by the City Manager, will be reviewed and by City Council for adoption as
necessary.

Free-lance, contractual grant writers utilized and remunerated by grant funds must be
procured through the Purchasing Division and following all procurement policies,
including formal bidding, if the dollar threshold requires it. All such writers must pass
Purchasing Department guidelines for establishment as a vendor, including the possession
of a valid business license and federal identification number suitable for IRS Form 1099
reporting. Because most grants do not allow for compensation of expenditures incurred
before the grant has been awarded and accepted, this practice is strongly discouraged. City
employees involved in the grant process are encouraged to write their own grants, but
under no circumstance is a city employee to be remunerated for grant writing services. If a
subrecipient is to be involved in the grant program, and the subrecipient is to use their
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professional expertise in writing the grant, this will be allowable as long as all duties and
expectations of both parties are identified in the subrecipient contract or MOU.

71. As with all governmental employees, all City employees operating grant-funded programs
are required to abide by the Georgia Code of Ethics, found in Georgia Code Title 45:
Public Office and Employees, O.C.C.A. 45-10-1, including Part V, which states that any
person in government service should “never discriminate unfairly by the dispensing of
special favors or privileges to anyone, whether for remuneration or not, and never accept,
for himself or his family, favors or benefits under circumstances which might be construed
by reasonable persons as influencing the performance of his governmental duties” and also
Part VI, which states and any person in government service should “make no private
promises of any kind binding upon the duties of office, since a government employee has
no private word which can be bonding on public duty” (which is why City Council must
approve ALL contracts), and finally, Part V11, which states that any person in government
service should “engage in no business with the government, either directly or indirectly,
with is inconsistent with the conscientious performance of his governmental duties.”
Anything that would cause a grant manager to benefit personally and directly from the
performance of a grant-funded program, is considered doing business with the government.

I. APPLICATION

Grants are the primary vehicles used by the federal and state governments for disseminating
budget-related legislation involving state and local governments. The grant process is used not
only to distribute the funds to the appropriate recipients, but to also provide for control and
feedback, which are the means used to assure that the legislation is accomplishing its
prerogatives.

All management personnel within the Columbus Consolidated Government should bear the fiscal
responsibility for being aware of grants that may be available for their area of operations and for
taking action to attempt to obtain any appropriate grant. These individuals should have access to
the most up-to-date information on grant sources and the resources for completing and
submitting the applications. The City has no centralized grants management function. All
departments must conduct their own searching, application, and management of grants.

The authority to submit an application for any grant can only be granted through a resolution of
City Council. The individual(s) who will be responsible for applying for the grant must first
request permission from Finance to prepare a resolution and accompanying agenda report for
submission to Council for approval. This is accomplished by completing a Grant Request for
Application and Checklist, which can be found in the Forms database under Finance. Under
most circumstances, the resolution and agenda report are to be prepared and submitted via the
City’s Municode database system for Council agenda items. The resolution and agenda report
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MUST be reviewed and signed off by the Finance Director, Financial Planning/Assistant Finance
Director, and the Grant Compliance Accountant before submission to the City Manager’s Office
for inclusion as an agenda item. The Grant Request for Application and Checklist serves both to
inform Finance of the grant application as well as to insure that all proper steps are undertaken
and all necessary communication between the Finance Department and the grant applicant is
undertaken, which helps to assure that each step of the grant’s approval, application, and
acceptance process is followed according to the City’s policies and procedures.

a. Preparation

The department manager, finance manager, or grant manager who has primary responsibility for
the administration of the grant on the local level (heretofore referred to as the “Grant Manager”)
may request the assistance of the Grant Compliance Accountant, Financial Planning, or any
relevant management or technical personnel if and where needed during the application process.
The person(s) completing the application is (are) responsible for the accuracy of the information
requested for in the application. No application should be submitted without fully complying
with the requirements set forth for its completion.

When preparing the application, it is extremely important to make sure that the funds being
applied for are not to be used to supplant existing funds. Supplanting means using funds
received from a grantor to cover the costs of items that are already budgeted in the City’s
operating budget. An example would be using a grant intended for hiring additional police
officers to pay the salaries of officers already on the force.

b. Review

Once the application is completed, it must be submitted to the Finance Department for review by
the Grant Compliance Accountant and Financial Planning Division Manager, as well as to any
appropriate higher management, before its submission. Completion of the Grant Request for
Application and Checklist will provide information to Financial Planning and the Grant
Compliance Accountant indicating who will be the Grant Manager (responsible for overseeing
the fulfillment of the grant), any personnel additions or changes to be funded by the grant, who
will be requesting reimbursements and/or filing any required compliance reports, what role
Finance will have, when will the grant be submitted to Columbus Council for approval and who
will submit it.

C. Submission

The Grant Request for Application and Checklist lists all of the information needed by Finance
and details the required steps and information needed for submitting the resolution and agenda
report to Council. This checklist has been prepared to assure that all detail has been included and
errors corrected before submission to Council, since the consequences of these errors can be
significantly magnified if not discovered until after the grant has been initiated. All persons
submitting grant applications or awards to Council for approval are required to contact the Grant
Compliance Accountant or Financial Planning first and obtain a copy of the checklist before
proceeding further.
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No grant can be accepted (i.e., no Columbus Consolidated Government employee has the
authority to enter into a contract with the awarding agency) without the approval of the
Columbus City Council. Since the receipt of grant funds and the expenditure of those funds (as
well as any local “matching” funds required) in fulfilling the grant contract require an
amendment to the budget, each grant awarded must be accompanied by a resolution approved by
Council before the budget can be amended and the City can enter into a contract with the
awarding agency. Only individuals authorized by the City and the grant requirements can sign
the contract. Normally this means the City Manager or the Mayor (who is the Chief Executive
Officer in the City’s Mayor-Council form of government).

Il. INTERNAL CONTROLS

As with any operation, the management of grants programs is dependant upon an effective
internal control system. The grant process is in itself an internal control system used by federal
and state governments to enact and enforce legislation through the dissemination of funds. The
primary objectives of an internal control system are to safeguard assets, ensure the reliability of
accounting data, and to comply with management policies and grant terms and conditions.
Unless stated otherwise, all grants follow the OMB Uniform Administrative Requirements,
Cost Principles, and Audit Requirements listed in 2 CFR Chapter | and Chapter Il, Parts
200, 215, 220, 225, and 230.

a. Operating Controls

Operating controls help to assure that procedures are used efficiently and effectively and in
accordance with management policies. Included in these controls are written procedures,
budgetary systems, performance measurement, financial record keeping systems that provide the
results of financial transactions and the appropriate means of accumulating and maintaining
supporting documentation, and systems to provide assurance of compliance with grant terms and
conditions, as well as other federal requirements.

The grant checklist is used as a tool to ensure to Finance, management, and other related
authorities within the City’s operations that the significant compliance controls of the grant have
been addressed before that grant is brought before City Council for acceptance

b. Accounting Controls

The department manager, department finance manager, and/or Grant Manager is/are responsible
for assuring that the program operates fully in compliance with all policies and procedures that
are already established by the Columbus Consolidated Government for its daily operations. This
includes the City’s procurement ordinance. In addition, the grant program must also abide by
any control procedures mandated by the grant in its terms and conditions whenever these
procedures are more restrictive than those already in force. Whenever a subcontractor or sub
recipient is involved, the department manager, department finance manager, and/or Grant

Grants Financial Management Policy
Updated October 2020



Manager is/are also responsible for assuring that each subcontractor or sub recipient is aware of
and abides by all applicable policies and procedures.

The policies and procedures should, as a minimum, always address the following three goals of
accounting controls:

1. To ensure an appropriate separation of duties, so that no employee is in a position to
authorize, execute, and approve any transaction.

2. To ensure that only personnel with the proper authorization are involved in the
purchase of goods and services.

3. To facilitate timely review of all financial activity, with internal audits as necessary.
c. Compliance Controls

Compliance controls are of primary interest to federal grantors. They are important for
evaluating a grantee’s system for ensuring the proper disbursement and usage of grant funds, that
matching requirements are followed, and that other requirements or limitations have been
complied with.

Those personnel directly involved in the execution of grant programs should be thoroughly
familiar with the controls placed upon each grant, as these controls may vary tremendously from
one grant to another.

d. Personnel

The hiring and compensation of personnel with grant funding presents a different and unique set
of problems. Careful consideration must be undertaken to avoid supplanting, which can occur if
grant funding is used to compensate existing employees without prior approval of the grantor.
The hiring of employees for the purpose of a grant program is unique in that these hires are not
permanent hires unless specifically authorized by the City Manager, who has ultimate control
over the hiring and compensation of all City personnel. And because they are not permanent
hires, they do not normally qualify for health insurance, life insurance, retirement, and any
similar benefits that may currently be offered to permanent, full-time City employees. Because
of these unique issues, any grant manager wishing to apply for a grant must obtain approval of
the City Manager, via the Finance Director, for the creation and remuneration of any new
employee positions to be compensated by grant funding, as well as the partial or total transfer of
salary and benefits of any existing employees to any grant funded programs. This approval must
be obtained before the grant goes to City Council for approval.

e. Sub grantee/Subcontractor Monitoring

While the City of Columbus is normally the recipient of state and federal grants, an occasion
may arise where the City acts in the role of being a conduit for channeling the grant funds to a
sub recipient (sub grantee), or where the grant project requires contracting with other parties for
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fulfillment of the grant. The City department responsible for receiving and disbursing these
grant funds is required to monitor a sub grantee’s reporting, record keeping, and internal
operating and accounting control systems.

The department must not make any award, either through subcontract or contract, at any tier, to
any party which is debarred or suspended or is otherwise excluded from or ineligible for
participation in federal assistance programs (Executive Order 12549).

The City is liable to the agency awarding these grants just as if the City was the actual recipient
of these funds. The department must be able to document proper compliance of the sub grantee
or subcontractor to help protect the City if a question of liability should ever arise. This includes
the sub grantee’s compliance with all grant record keeping, reporting, and control requirements.
The department must ensure that the sub grantee or subcontractor is aware of all requirements
imposed upon them by federal statutes and regulations. The department is also responsible for
ensuring that the sub grantee complies with all applicable City of Columbus policies and
procedures related to the execution of the grant, such as proper purchasing policies and
procedures.

If the sub grantee/subcontractor has an annual audit performed for the fiscal period preceding the
grant award, the Grant Manager is responsible for obtaining and forwarding to Finance an
official copy of the audit report. Likewise, the Grant Manager is responsible for ensuring that
the sub grantee/subcontractor submits in a timely manner an official copy of the final audit report
for any audits performed during any fiscal year in which the grant was in force. If the sub
grantee/subcontractor is not required to have an annual audit, then the Grant Manager is
responsible for obtaining the financial compilation or financial review reports of the sub
grantee/subcontractor for the preceding fiscal year as well as the most recent monthly or
quarterly financial reports for the current fiscal year and submitting these to Finance for review
before the award of any contract.

Any sub grant/subcontract must indicate any clauses required by federal statute and executive
orders and their implementing regulations.

f. Record keeping

Grantees (and sub grantees where involved) must maintain records that adequately identify the
source and application of funds provided for financially assisted activities.

Grant records will be kept on the cash, accrual, or modified accrual bases, depending upon which
basis is required or allowed by the grant. If the method used is inconsistent with the modified
accrual method used by the City’s accounting system, then all grant financial reports must be
reconciled by the Grant Manager with the City’s general ledger for the period being reported.

All personnel responsible for daily administration of the grant must have an adequate knowledge
of the City’s accounting system and its policies and procedures regarding purchases and record
keeping.
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The Georgia Department of Community Affairs (DCA) Uniform Chart of Accounts guidelines
will be strictly adhered to in determining which fund each grant will reside in. Any grant whose
projected total expenditures will exceed 2% of the General Fund’s budgeted total operating
expenditures will be placed in a separate fund. All grants below the 2% materiality test and not
used for financing General Fund operations will be placed in the Multi-Grant Fund (Fund 216).
The City is allowed to place grants for General Fund operations in the General Fund but as a
policy chooses to also place these grants in the Multi-Grant Fund to simplify the organization
and tracking of these grants. Grants used to finance major construction projects for general
government operations must be placed in the Capital Projects Fund 508. Grants for enterprise
fund purposes must be placed within the appropriate enterprise fund. These reasons explain why
the Job Training, METRA, Neighborhood Stabilization, and CDBG grants, along with the recent
Greenspace grant, reside in separate funds, while most of the remaining grants are placed in the
Multi-Grant Fund. Each grant will be set up and budgeted using the City’s General Ledger chart
of accounts, placing the grant under the department responsible for the grant and with a unique
unit number. This allows for the separation of expenditures and receipts of each grant for
reporting and tracking needs, which is usually required by the grant contract.

The budget established for the grant must not exceed the total amount of the grant plus any local
cash matching funds that may be a part of the grant program, as authorized by City Council in
the adoption of the grant’s budget resolution. The budget must be at a level of detail that is at the
least equal to that dictated by the grant. The individual in charge of monitoring expenditures for
the grant must be aware of and abide by the policies and procedures outlined in the grant’s
contract dealing with line item budget overruns and budget amendments. If the grant’s budget is
to be amended, Financial Planning must be notified in order for the budget to likewise be
adjusted in the General Ledger. Under no circumstance is the Grant Manager or department in
charge of the grant allowed to exceed the total budget of the grant (including any local match)
without prior approval of the Finance Director, City Manager and City Council. Unless the
grant’s resolution is worded “...to amend the (fund’s) budget by the amount actually awarded”
(or similar wording), any grant award or adjustments that increase grant expenditures and
revenues beyond the amount stated in the resolution will require an additional authorization by
Council.

The Grant Compliance Accountant will provide monthly and quarterly financial information for
all active grants. The Grant Manager is responsible for assuring that their grant financial reports
reconcile with the expenditures and revenues on the Grant Compliance Accountant’s repOrts.
Even when the two reports do not reconcile (i.e., due to differences in cash versus accrual
reporting or use of purchase cards) on monthly or quarterly levels, they must definitely reconcile
at the end of the fiscal year. The total of all expenditures and revenues reported for the grant
during the fiscal year should equal the total indicated in the General Ledger at the end of the
fiscal year. The Grant Manager is responsible for working with the Grant Compliance
Accountant to make sure that any receivables, payables, or transfers needed to reconcile the
General Ledger with grant reports as well as to match revenues with expenditures are completed
at the end of the fiscal year.

g. Cash Management

12
Grants Financial Management Policy
Updated October 2020



This policy is not to supercede the cash management policies already in place and enforced by
the City. Any cash management policies dictated by an individual grant will supercede the
City’s policies only when the grant’s policy is more restrictive than that already enforced by the
City. The timing of draw down requests for advancements should be monitored to minimize the
amount of idle cash. Likewise, reimbursement requests should be timed to occur as soon after
the corresponding expenditures as possible in order to maximize cash flow and minimize
outstanding receivables. All of the information necessary to prepare requests for advances or
reimbursements must be available in the grant’s record keeping systems.

It is of utmost importance to remember that, because the City provides the operating funds for
the grant programs, late grant reimbursements result in the tying up of cash that the City needs
for its daily operations.

h. Documentation

Grant personnel must keep copies of all source documents, as well as forward copies to the Grant
Compliance Accountant, for documenting the transactions in the grant’s record keeping system.
Source documents include purchase documents, contracts, time and attendance records, delivery
receipts, vendor invoices, and reimbursement/advance requests (including petty cash requests).
The documentation is intended to track each grant transaction and support the validity of the
financial data in the record keeping system. The City’s existing policies and procedures for
maintaining the documentation are to be followed in all circumstances.

h. Audit Trail

Providing a proper audit trail is crucial for internal and external reviews of the reported financial
transactions as well as the grant’s and the City’s accounting control system. The record keeping
system used by grant personnel should organize and summarize transactions for the preparation
and support of financial statements. The overall record keeping system should be able to trace
financial statement balances through the General Ledger, cash ledgers, and any other journals
utilized to the origin of detailed accounting transactions and their supporting documentation.
This will be accomplished if the proper purchasing procedures are followed, the correct general
ledger accounting is utilized, and all source documents and supporting information are properly
maintained.

I11. REPORTS AND REIMBURSEMENT REQUESTS

Unless dictated by the grant, the common rule for state and local government grant
administration (as detailed in 1313 of the Federal Grants Management Handbook, available
from the Grant Compliance Accountant) and OMB 2 CFR Part 200 (also available from the
Grant Compliance Accountant) will prescribe the procedures to be followed for reporting grant
expenditures and unexpended funds, requesting reimbursements or advances, and preparing
reports. They also define accounting terms used in preparing the reports and provide illustrations
of the reports and detailed instructions for preparing them. The grant contract is the final
authority on reporting and reimbursement requirements of each particular grant.
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a. Preparation

Unless requested and approved by all parties in advance, the Grant Contact Person is responsible
for preparing and submitting all reports required by the grant. Unless varying accounting
methods or reporting requirements of the grant dictate, the monthly and/or quarterly financial
reports prepared by the Grant Compliance Accountant will be the basis for all grant financial
reporting. If other information is utilized (i.e., purchase card receipts, purchase orders, or time
and attendance reports), the total reported dollar amounts must reconcile with the
monthly/quarterly financial reports by the completion of the grant or the end of the current fiscal
year, whichever occurs first.

The grant’s budget resolution must identify who will be authorized to submit the grant
documents (i.e., the application, the contract, and the reimbursement requests). This will be the
Mayor, the City Manager, OR their designee, and must be worded as such in the resolution. To
satisfy the Generally Accepted Accounting Principle (GAAP) of segregation of duties, the
individual who prepares a report or reimbursement request should never be the same individual
who signs the report or request. Section X of this policy addresses preparation and submission
requirements for electronic filing of grants and their reports and reimbursement requests, since
there is no paper document to sign in electronic submission.

b. Review

All financial reports and reimbursement requests prepared for the grant will be sent to the Grant
Compliance Accountant for review before they can be signed off by the appropriate official and
sent to the grant’s issuing agency. The purpose of this requirement is not only to assure that the
reports are prepared in compliance with all financial reporting requirements, but also to update
the Grant Compliance Accountant on the status of the grant’s activity and fulfillment of
compliance requirements.

c. Submission

All grant reports must be prepared within five days of their submission date in order to allow
sufficient time for review by the Grant Compliance Accountant, correction of any errors, and
signing by the authorized official. The submission date is the final date on which the report can
be submitted to the grantor in order to allow enough time to be received by the deadline for that
report. Unless agreed upon by all parties, the Grant Manager is responsible for preparing and
submitting all reports (both financial and programmatic) to the granting agency, with
responsibility not only for the timeliness of the submission but also for the thoroughness and
accuracy of the materials being submitted.

d. Reconciliation

As previously stated, all reported expenditures and revenues must reconcile with the City’s
General Ledger. The Grant Manager is responsible for reconciling the reports with the General
Ledger when the reports are prepared on a basis other than the Grant Compliance Accountant’s
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financial reports (which are prepared directly from the General Ledger). The Grant Manager is
also responsible for assuring that total expenditures reconcile with all submitted reports as well
as with total reimbursements requested at the completion of the grant. The Grant Compliance
Accountant is ultimately responsible for assuring that all revenues and expenditures as reported
for each grant reconcile with the General Ledger at the end of the fiscal year.

IVV. GRANT REVENUE RECOGNITION

Under accrual accounting, grant revenue is recognized when it is earned. Thus it is important
that reimbursement requests be filed as close to the corresponding expenditures (which results in
the revenue being earned) as possible. However, under modified accrual, used by the City, the
revenue is reported on the cash basis (when received) until the end of the fiscal year. At this
point, any revenues (or portions of revenues) that have not been received by the end of the fiscal
year but are to be received by the grants due to having been earned before the end of the fiscal
year are recorded as revenue through accounts receivable. Likewise, if a grant has been
reimbursed up front and the expenditures do not match the amount of revenues received, then the
remaining revenue is deferred to the next fiscal year as unearned revenue. If this process is
adhered to properly, then revenues and expenditures for each grant will match at the end of the
fiscal year. The Grant Manager is responsible for providing the Grant Compliance Accountant
with all of the information necessary for documenting and reconciling the end of year revenue
recognition. This includes, but is not limited to, any outstanding requests for reimbursement, any
end of year accounts payable items (i.e., late invoices), P-card transactions purchased but not yet
billed/recorded, any expenditures to be posted by journal voucher or other means after June 30,
and the grant’s fourth quarter financial report.

V. GRANT FUND

All grants will be established in the appropriate fund that they should reside in according to the
DCA Uniform Chart of Accounts guidelines mentioned in Section I1-5. This means that with the
exception of Job Training (Fund 220), METRA (Fund 751), and Community Reinvestment
(Funds 210 through 215), most remaining grants will be placed in the City’s Multi-Grant Fund
(Fund 216). The resolution adopted by Council for the acceptance of the grant must indicate that
the fund in which the grant will be established will be amended by the amount of the grant.
Once a grant is awarded, the Grant Manager is responsible for contacting Financial Planning and
requesting the establishment of the grant’s budget in the appropriate fund. In certain
circumstances, expenditures for the grant may occur within the grant department’s operating
budget and require a transfer to move the expenditures to the grant’s budget in the Multi-Grant
Fund. When this occurs, the Grant Manager will request a transfer to be performed by the Grant
Compliance Accountant.

VI. CASH MATCH
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Many grants, especially Federal grants, require that the grantee contribute a portion of the cost of
the grant program. If this portion is required to be a cash match, then the grantee must budget
for the expenditure of these funds. This must be explicitly indicated in the resolution for the
grant to be adopted by Council. Because the City’s funds are required for a cash match, the
match is budgeted as an expense in the grantee department’s fund (usually the General Fund) and
a revenue in the Multi-Grant Fund (or other fund, if residing elsewhere). The Grant Compliance
Accountant is responsible for transferring the correct percentage or dollar amount of funds as
needed to properly match the amount of grant revenues received by the end of the fiscal year.

VIl. IN-KIND MATCH

Some grants allow for expenditures already budgeted in the grantee’s operations to be used as
the match for the grant. This is known as an in-kind match, because it is fulfilled by existing
expenditures that are applied towards the grant. In-kind expenditures are mostly in the form of
existing salaries and related personnel expenditures but can also be parts of the operating budget,
such as rent, telephone, or materials. The items used and dollar amounts of each item used must
comply with those allowed by the grant and be indicated in the application for the grant. The
Grant Manager is responsible for tracking and recording these expenditures in grant reports. He
or she is also responsible for assuring that these expenditures are not funded by other grants or
used as an in-kind match in any other grant. Because the in-kind match is provided by funds
already budgeted, a budget amendment is not needed, nor is the in-kind amount budgeted in the
grant’s budget, but the in-kind specification must still be mentioned in the grant resolution.

VIII. INDIRECT COST ALLOCATION

Many grants not only fund grant program direct expenditures but also will pay for the grant
program’s appropriate share of indirect costs. Indirect costs are costs incurred by the City in the
process of hosting the grant program. Examples of these indirect costs are the time spent
working on the grant by Financial Planning and Accounting (particularly the Grant Compliance
Accountant’s time), Human Resources’ costs and time in hiring individuals who directly or
indirectly work in the grant program, Vehicle Maintenance costs for maintaining vehicles used in
the grant program, the costs of maintaining computers used directly or indirectly in the grant
program, and the costs associated with allocating physical space as needed for the performance
of the grant program.

The Grant Manager is responsible for finding out if the grant being applied for allows for the
reimbursement of indirect costs, for finding out how much indirect cost the grant will pay for, for
contacting the Grant Compliance Accountant to find out how much indirect cost can correctly be
allocated to the grant, and for including the amount of indirect cost as part of the budget for the
grant program in its application. It is important that all of this is done in the application process
for the grant, as indirect costs can almost never be added after the grant has been awarded.

The Grant Compliance Accountant is responsible for maintaining the City’s Cost Allocation Plan
(or Indirect Cost Rate, if changed) in accordance with OMB 2 CFR Part 200 Appendix V
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regulations for fair and equitable disbursement of all indirect costs. The Grant Compliance
Accountant is also responsible for working with all Grant Contact Persons to determine the
appropriate amount or percentage of indirect cost for each grant application when allowed, as
well as for updating all appropriate grantee departments each year when the new Cost Allocation
Plan is adopted.

Utilizing the reimbursement of allocated indirect costs to the full extent possible is crucial to
maximizing the City’s revenue potential for covering expenditures, and is even more critical in
times of tight operating budgets that might not otherwise be able to afford the cost of hosting a
new grant program. When the City is reimbursed for its fair share of grant program costs, more
funds are freed up for use in other areas, and a corresponding reduction in the need for budget
tightening is realized.

IX. BUDGET

The Grant Manager is responsible for coordinating the budget for the grant with the Financial
Planning Division of the Finance Department. The budget for the grant will be established in the
appropriate fund of the City’s General Ledger, as previously described in Section V. The Grant
Contact Person must make a formal request to Financial Planning to have the budget established,
and is responsible for assuring that the budget is set up properly. The budget established in the
City General Ledger must be identical to the budget as awarded for the grant, except that the
City’s budget may have more detail than the grant’s budget. For example, the grant may have a
portion of it’s funding for “Telephone Expenses”, while the City’s budget for that same amount
may be further broken up into “Telephone”, “Long Distance” and “Mobile Phone.” If this is the
case, then the totals for each subgroup must remain the same as the totals for each line item or
subgroup in the grant’s budget.

The Grant Manager must abide by all rules established by the grantor (and normally listed in the
grant contract) regarding budget amendments and exceeding the budgeted expenditures for any
line item. If the grant’s budget is amended, then the City’s General Ledger budget must also be
amended to stay in line with the grant budget.

Under no circumstance is the total of expenditures for the grant allowed to exceed the budget
authorized by City Council.

If the budget period for the grant (as noted in the grant award or contract) extends beyond the
end of the City’s current fiscal year, the Grant Manager must work with the Grant Compliance
Accountant and with Financial Planning to carry the remaining balance of the grant over into the
City’s next fiscal year.

X. ELECTRONIC TRANSACTIONS
Following the trend of almost all other activities, grant activities are rapidly changing over from

the paper environment to the electronic environment. As of the establishment of this policy, all
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federal agencies are required to give grantees the option to conduct all grant management
activities electronically. Some agencies or programs already require electronic capability to
participate, and this will likely become mandatory for all grants sometime in the near future.
Already, electronic payment is required throughout the federal government (with a few
exceptions).

The Federal Financial Management Assistance Improvement Act of 1999 was created to simplify
and unify the application, reporting and administration processes of grant programs through the
use of uniform administrative rules, common application and reporting systems, and standard
electronic technology. However, federal agencies still have a long way to go in order to adopt
uniform procedures, forms, and systems. Therefore, there are varying report formats and
reimbursement systems that grant personnel must become familiar with.

The State of Georgia is in the process of transitioning to an electronic, paperless grant
environment. Most state agencies have begun to give grantees the option of receiving funds
electronically and some programs are now requiring electronic transactions.

Because of this transition, all personnel involved in the application, submission, and financial,
programmatic, and reimbursement reporting of grants must be well trained in electronic
transaction procedures as well as possessing the equipment necessary for the transactions to take
place. And because of their nature, electronic transactions require the adoption of new policies
and procedures.

a. Application and Setup

The submission and setup of electronic grants will involve totally different procedures and will
often require more time to accomplish. There may be more levels of approval required to ensure
tighter control over the process, and these approvals may involve paper signatures that must be
mailed in before the electronic transactions can begin. Or, if totally electronic, these individuals
may have to be assigned different levels of security and be required to approve the document (or
portion of the document) before it can be forwarded to the next level of approval or back to the
Grant Manager.

b. Payment Systems

Most electronic grant reimbursements are made through the Automated Clearing House (ACH)
using various vendor-specific software programs. Various older reporting systems, such as mail,
fax, and touchtone phone systems, have been replaced by online, digital systems. Setting up a
system for ACH transactions requires additional information and approvals to be submitted in
advance. Along with authorization from the appropriate official (the Mayor, City Manager, or
their designee), the Finance Director and an official of the bank being used by the City are
usually also required. For this reason, any Grant Manager or department needing to establish an
ACH system for their grant must allow ample time for the completion of the ACH form and must
coordinate with the Revenue division for obtaining the banking information and signature for the
form.
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c. Reporting and Controls

Most electronic reporting is handled by completion of a spreadsheet (usually created by the
grantor) or PDF file (i.e., Adobe) and submitting it as an e-mail attachment, or by supplying the
requested information over the Internet via the grantor’s web site.

The Grant Manager is responsible for reconciling all electronic financial reports with the City’s
General Ledger report. In addition, all files sent as e-mail attachments must first be sent to the
Grant Compliance Accountant for review. All reports filed via the Internet must be printed and
sent to the Grant Compliance Accountant, and if they are financial reports, must be reviewed by
the Grant Compliance Accountant in advance of their submission to the grantor.

Unless superceded in this section, all control procedures mentioned earlier in this policy are
applicable to electronic reporting.

d. Electronic Signatures

No individual except for the Mayor, the City Manager, or his or her designee as indicated in the
grant’s adopted budget resolution, is allowed to possess an electronic signature. Just as no one is
allowed to forge another person’s signature, no one is allowed to use another person’s electronic
signature without his or her explicit approval.

This results in an additional burden placed upon the individual authorized to sign for the grant,
since this individual must receive, review, attach their signature (usually by means of a PIN
number) and transmit the electronic document to the grantor. For that reason, the Mayor and
City Manager are allowed to designate the authority to another individual to either create their
own electronic signature or to use the electronic signature for the Mayor or City Manager. This
individual can only be the one approved by Council in the budget resolution and must bear full
responsibility for the proper use and safeguarding of the electronic signature, just as if they were
signing a paper document. In all instances where one individual submits information
electronically signed by another individual, the person submitting the information must print out
a copy of the information being transmitted and have the signing authority initial the bottom
corner of each page to indicate that he or she has read and understands the information being
transmitted. This printout must be submitted to the Grant Compliance Accountant for keeping in
the audit file of the grant involved.

XIl.  ATTACHMENTS (FORMS)

Grant Request for Application and Checklist
Sample Council Agenda and Resolution
Georgia Code of Ethics

“What are In-Kind Services?”

Budget Form

®Poo o
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Columbus Consolidated Government

GRANT APPLICATION APPROVAL & CHECKLIST

All grants from all departments must be approved by City Council via resolution before the application can
be submitted. This form must be approved by Finance before resolution can be placed on Council agenda.
Please complete items 1 through 9 and keep a copy of this form for use in subsequent progress tracking.

Your Name: Ext: Dept/Division:

Official Name of Grant:

Grantor (issuer) Application Deadline:

Grant purpose

1. The dates of this grant are from to

2. Total amount of award anticipated (including any local match):

3. ___ There is no local match requirement for this grant.
____The dollar amount of the required match is $ , Which represents
% of the grant, of which:

$ represents the amount of cash match, and/or
$ represents the amount of in-kind match.

NOTE: If there is a match, it MUST be indicated in the Agenda Report and Resolution.

4. The grant manager/finance manager/or other designated contact person for this grant is:

The above person will be responsible for preparing the grant application, being aware of
all requirements and conditions of the grant, preparing the grant reimbursement requests,
preparing any other reports required by the grant, and submitting copies of all required
documentation to the Grant Compliance Accountant, unless otherwise indicated below:

5. The person(s) responsible for purchases and financial reporting for this grant is(are)
aware of and will abide by all applicable Columbus Consolidated Government policies
and procedures, including the Grants Management Policy.

6. The budget for this grant (including revenue source, local match (if required), and
expenditures per the grant) will be submitted ASAP to the Grant Compliance Accountant.

7. Copies of the following will be submitted to the Grant Compliance Accountant:

____Grant Application _____All drawdown requests

____ Grant Award Notification ____Budget amendment requests
____ Grant Contract ____ Grant correspondence
____Approved Resolution ____Grant Closeout

All required financial reports
Revised 08/30/2020 19-a



NOTE: The Agenda Report and Resolution must both include wording to state that, if the
grant is accepted and approved, the Multi-Grant Fund (Fund 216) will be modified by the
amount of revenues and expenditures of the grant.

8. Will any personnel be paid out of this grant? Yes  No
If Yes, you MUST complete the personnel information section on Page Three.

9. Copies of the grant solicitation/announcement and application are attached to
this request. If application is online, please attach printable versions or screen shots.

Reviewed: Date:
Grant Compliance Accountant

Approved: Date:
Finance Director

Subsequent tracking:

Date:

Resolution/Agenda Report created for Council Agenda and submitted to Grant
Compliance Accountant for review.

Action Summary Sheet completed with Resolution/Agenda Report attached

Date of Council Session for which Resolution/Agenda Report is submitted

Approved by Council

Application completed and submitted

Application _ awarded ___ not awarded

If awarded, grant budget request completed and submitted to Financial Planning

Copies of Council resolution, grant solicitation, grant application, grant award
notification, and unsigned grant contract submitted to Grant Compliance Accountant for
obtaining signatures as needed.

Grant contract signed by signing authority and returned for submission.

Communication with Grant Compliance Accountant regarding financial report
submission, drawdown procedures and notifications, other grant requirements and reporting.
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THIS SECTION MUST BE COMPLETED IF ANY PERSONNEL WILL BE PAID WITH THIS

GRANT.

Position Title

New
Slot

Existing
Slot

Grade

Rate of
Pay

Hourly

Bi-
Weekly

Hrs worked
per week

Level
of effort

Note: Any new slots created for this grant will end upon the completion of this grant, unless
otherwise authorized by the City Manager.

3|Grant Application Approval and Checklist
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Columbus Consolidated Government
Council Meeting Agenda Item

TO: Mayor and Council
AGENDA (grant approval)
SUBJECT:

AGENDA Approval is requested for
SUMMARY:

INITIATED BY: Department

Recommendation: Approval is requested to submit an application and if approved, accept
funds from the Awarding Grant Agency for Sample Grant for purpose and to amend the
Multi-Governmental Fund (or applicable fund) by the amount of the grant awarded. The grant
amount requested is $XX,XXX.00, or otherwise awarded, to be used to

Background: (Include additional detail of the grant and the grant period.)
Analysis: (Include the reason this grant is beneficial to the City.)
Financial Considerations: The grant amount requested is $XX,XXX.00 for the Sample

Department. The City (is/is not) required to provide matching funds to participate in this grant.
(If match required, state the amount of the match ($ and/or %) and the funding source.)

Legal Considerations: (Include any legal requirements of the grant.)

Recommendation: Authorize a resolution to approve the City to submit an application for, and
if awarded, accept a grant from the Awarding Grant Agency for Sample Grant for
purpose and to amend the Multi-Governmental Fund (or applicable fund) by the amount of the
grant awarded.

A RESOLUTION
NO.
A RESOLUTION AUTHORIZING THE CITY TO SUBMIT AN APPLICATION

FOR, AND IF AWARDED, ACCEPT A GRANT IN THE AMOUNT OF $XX,XXX.XX,
OR OTHERWISE AWARDED, FROM THE AWARDING GRANT AGENCY WITH
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(A/NO) LOCAL MATCH REQUIREMENT OF $XX,XXX.XX AND TO AMEND THE
MULTI-GOVERNMENTAL FUND (OR APPLICABLE FUND) BY THE APPLICABLE
AMOUNT..

WHEREAS, the Sample Department administers programs for the community which
offer ; and,

WHEREAS, the Sample Department requests permission to apply for the
Grant; and,

WHEREAS, the Sample Department ; and,

WHEREAS,

NOW, THEREFORE, BE IT RESOLVED BY THE COUNCIL OF COLUMBUS,
GEORGIA, AS FOLLOWS:

Introduced at a regular meeting of the Council of Columbus, Georgia held on the day
of , 2020 and adopted at said meeting by the affirmative vote of ten members of said
Council.

Councilor Allen voting
Councilor Barnes voting
Councilor Crabb voting
Councilor Davis voting
Councilor Garrett voting
Councilor House voting
Councilor Huff voting
Councilor Thomas voting
Councilor Tucker voting
Councilor Woodson voting

Sandra T. Davis, Clerk of Council B.H. “Skip” Henderson, Mayor
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Official Code of Georgia, Statute 45-10-1

Any person in government service should:

I. Put loyalty to the highest moral principles and to country above loyalty to persons, party, or
government department.

Il. Uphold the Constitution, laws, and legal regulations of the United States and the State of
Georgia and of all governments therein and never be a party to their evasion.

lll. Give a full day's labor for a full day's pay and give to the performance of his duties his
earnest effort and best thought.

IV. Seek to find and employ more efficient and economical ways of getting tasks accomplished.

V. Never discriminate unfairly by the dispensing of special favors or privileges to anyone,
whether for remuneration or not, and never accept, for himself or his family, favors or benefits
under circumstances which might be construed by reasonable persons as influencing the
performance of his governmental duties.

VI. Make no private promises of any kind binding upon the duties of office, since a government
employee has no private word which can be binding on public duty.

VIl. Engage in no business with the government, either directly or indirectly, which is
inconsistent with the conscientious performance of his governmental duties.

VIIl. Never use any information coming to him confidentially in the performance of governmental
duties as a means for making private profit.

IX. Expose corruption wherever discovered.

X. Uphold these principles, ever conscious that public office is a public trust.
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IN-KIND DONATIONS

A. WHAT ARE IN-KIND DONATIONS?

An "in-kind" donation is a contribution of time, service or goods made by a donor to help
support the operations or services provided by your organization. It isn't cash. Therefore the
donor does retain a degree of control over the donation, that doesn't occur when the donor gives
you a cash donation. Because of this "relationship, " your organization should keep the donor
well informed on how their donation is being used. What benefits are your organization's clients
receiving because of the donor's generosity?

Some examples of in-kind donations include:

- Bookkeeping service

- Copying

- Office equipment.

- Office/meeting space

- Printing

- Professional services (accounting, lawyer, etc.) - Refreshments
- Volunteer time

B. IN-KIND DONATIONS AND YOUR ORGANIZATION’S
CAPACITY/SUSTAINABILITY

1. In-Kind Donations are Critical for your Organization's Sustainability.

a.  Substituting in-kind donations for cash adds to your resource pie - your cash can be
used to pay for services/goods that you haven't been able to get donated.

b. In-kind contributions expand your resource capacity - which can then help you
leverage additional resources.

2. Risky Behavior - Taking in-kind donations for granted.

In-kind donations sometimes get lost in the shuffle. Make sure your organization doesn't make
one of these mistakes:

a.  You get so use to receiving the donation you forget to acknowledge it.

This lack of action on your part could seriously hurt your organization's relationship with the
donor - even to the point of the donor deciding not to continue donating to your organization in
the future.
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b. You get so use to receiving the donation; you forget to include it in your budget planning
estimates.

If you don't include the "replacement" value of the donated goods/services in your budget, you risk
underestimating your actual revenue needs. You have no control over in-kind donations - if the donor
decides to either reduce or drop completely a donation that you were expecting to receive, you will need
to find some other funding stream to cover that expense. If you haven't included the value of donations
in your expense projections, you will have likely been hard pressed to find the necessary revenue to
cover this unexpected "cash" cost.

3. Risky Behavior - Taking "any and every" Donation Offered

You don't need to accept every in-kind donation - just because it is offered. If it isn't something your
organization can use - gracefully decline the offer.

4. In-kind donations- building relationships - building sustainability

Approaching a prospective donor and receiving an in-kind donation provides an opportunity for that
person or organization to support your cause without actually investing cash. If the donor likes what you
do with their donation (because you keep them informed) they may take an even greater interest in the
activities of your organization. An In-kind donation can be the beginning step of a substantial
relationship. Look at the following diagram to see how the relationship might progress.

C. WHERE TO LOOK FOR IN-KIND DONATIONS/HOW TO APPROACH
PERSPECTIVE DONORS

1. The Growth of Non-Cash Gifts

The e-mail Newsletter of The Chronicle of Philanthropy (Jan. 1,2001) included an article by Debra E.

Blum entitled "Corporate Gifts Rose 18% in 1999." The article highlights research done by the

Conference Board, a nonprofit research group, on the 1999 contributions of cash and in-kind gifts made

by 209 large American manufacturing and service companies. The significance of in-kind donations is

stated in the following quotation from this article;

2. "Non-cash gifts represented a growing share of contributions made by companies to American
charities as well.”

Businesses reported to the Conference Board that 28 percent of last year's domestic donations were in
forms other than cash, including products, equipment, real estate and intellectual-property rights. That
was more than double the percent reported for non-cash gifts in 1990."

3. Complementary Funding Resources

Included, as Attachment A is a diagram and worksheet that suggests a variety of places, both within
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and outside your community, to look for funding resources. Use the worksheet to stimulate your
thinking about potential in-kind donors.

4. Making Your Case: THE ASK

Included as Attachment B is an excerpt from the publication, Mobilizing Community Resources,
originally created by the Nebraska Community Foundation and reprinted with permission by the
Associated Electric Cooperative, Inc.

The segment of the publication reprinted, MAKING YOUR CASE, provides insights on the following
critical actions:

- Creating a Stump Speech (standardized presentations)
- Where to find potential donors;

- The six steps of Solicitation;

- Marketing your plan

Copies of the entire publication can be downloaded from the Associated Electric Cooperative, Inc. web
page at: www.aeci.org/programs/econdev/pdf/frgm.html

D. MANAGEMENT OF IN-KIND DONATIONS

1. In-Kind Journal Creation and Maintenance

Many grants require a "match" of funds or effort equal to a designated percentage of total funds
received. In order to meet this requirement, recipients should keep track of donations of office space,
meeting space, printing or copying, equipment; use of professional's skills, board members' time, in-
direct staff time, and volunteer time.

However, not all donated time or materials may be attributed to every grant. Only the time and materials
that are directly applicable to the grant and result in the advancement of the project should be included
as an "in-kind" match.

An "In-Kind Account" should be set-up in the General Ledger, with specific sub-accounts for office
space donations, printing/copying expenses, equipment use, professional skills, board members' time,
volunteer time, etc. set up in subsidiary ledgers. A financial software package such as Quick Books Pro
can accommodate this type of general and subsidiary ledger format.
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2. The Benefits of an In-Kind Journal

SUBSIDIARY LEDGER
: D ACE
GENERAL
LEDGER
GENERAL LEDGER

Taking the time to design and maintain an in-kind donation journal for your organization will provide
you the following three benefits;

a. It will provide a central collection point for all the in-kind donations (both volunteer time as
well as goods/services) your organization receives.

b. It will provide a reminder for your organization to acknowledge the volunteers/donors for
their contributions. Recognition is a critical component of maintaining a strong ongoing
relationship with the volunteer/donor. Specific recognition (thank you for the 150 hours of
time you donated, or for the donation of the FAX machine valued at $125) is much more
appreciated by your donor than a generic thank you.

c. An In-Kind Journal will help your organization to assemble the information necessary to
provide the appropriate documentation required by the Internal Revenue Service.

3. Self-Help Accounting

A helpful resource for a volunteer treasurer setting up a basic accounting system for their not-for-profit
organization is the publication, " Self-Help Accounting: A Guide for the Volunteer Treasurer." This
helpful resource book is divided into two parts. The first eight chapters are aimed at providing basic
accounting guidance to the volunteer treasurer of an organization that will raise and spend less than
$50,000 a year. The second part of the publication (chapters 9 - 17) are aimed to assist the volunteer
treasurer of a larger organization - one that spends over $50,000 year. Besides easily understood text, a
variety of sample forms are included as well.

This publication is available for less than $15 from:
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Energize
5450 Wissahickon Ave.
Box CI3 Philadelphia, PA 19144
(215) 438-8342

You can also go directly to the Energize web-page: www.energizeinc.com and see their complete stock
and order on-line. Energize is one of the leading resources related to volunteer management. While at
their web site check out the descriptions of other books such as; From the Top Down, The Volunteer
Recruitment Book, and The Help I Don't Have Enough Time Guide to Volunteer Management.

E. CALCULATING THE VALUE OF TYPICAL IN-KIND DONATIONS

1. Donation of office space / meeting space calculation:

In the event that office space is donated to your organization, the value of the oflice space
can be used as an "in-kind" match, Per square foot value of building, as determined by a local
realtor, times the square footage of the building used by the grantee equals the monthly rate.
1,500 square feet x $10.00 per square foot = $1 SO per month.

In the event that meeting space is provided for training or some other function supporting the
grant, the value of the meeting space can be used as an "in kind" match to the extent that the
space has NOT already been allocated directly or in-directly to the grant. To determine the
value of the meeting space: Obtain documentation from the donating organization as to the
rental rate normally charged for the space.

2. Donation of printing or copying:

Obtain written documentation from a local printing company, i.e. Kinko's, as to the amount
that would have been charged for the service.

OR

Determine the per sheet expense, based on paper expenses, copying, assembling, etc. and
take that amount times the number of sheets copied or printed. $.02 per page x 1,500 pages =
$30.00

3. Donation of Supplies, Equipment of Use of the Equipment:

a. The value of donated supplies or equipment should be based on original cost, as indicated by an
invoice for the supplies or equipment, or the current fair market value, whichever is less.

Example: Fax machine Purchase Date: 1/1/1999
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Donated Date: 01/01/2001 Original Cost: $450

Current Market Value: $270 (based on information from a business equipment
vendor)
Value of Donated Equipment: $270
b. If, the equipment has been fully depreciated, and has a $0 value on the donor's books; the

recipient should record the donated supplies or equipment at current fair market value. The dollar
value can be determined in various ways:

1. The donor can indicate the fair market value of the supplies or equipment. A voucher
should be given to the donor describing the equipment received and its value - for
taxation purposes. The recipient of the donation should keep a copy of this voucher.

OR

2. The recipient of the donation can determine the fair market value of the supplies or
equipment by seeking input from appropriate vendors.

4. Refreshments Donated for the Meeting

a. The donating organization should identify, via written
documentation, the refreshments donated and the value of the items.

5. Staff Time

If a staff member's time is NOT charged directly to the grant, via the grant application, and duties
performed by a staff person directly benefit the grant, their time may be charged as an "in-kind"
donation. However, if the employee is receiving a salary from the grant proceeds, time cannot also be
charged as an "in-kind" donation. This would result in double counting of staff time, both directly and
through the "in-kind" match calculation.

To determine a dollar value for staff members' time spent directly benefiting the grant: (i.e. in training or
meetings)

a. Determine the per-hour rate of the staff member attending the meeting or the training.

The hourly rate of a full-time staff member can be calculated by dividing the annual salary by 2,080
hours. For example, the hourly rate of a person making $25,000 per year would be $12.02.
($25,000/2,080 = $12.02)

b. Additionally, any fringe benefits paid to the employee would be calculated on an hourly basis
and included in the "in-kind" match total. To determine the hourly fringe benefit rate, multiply
the employee's annual salary by the fringe benefit percentage and then divide the fringe benefit
total by 2,080.
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$25,000 x 27% = $6,750
$6,750/2,080 = $3.25
The TOTAL per hour rate (base + fringe) = $12.02 + $3.25 = $15.27

c. Any costs incurred by the grantee for staff member travel expenses would be considered an "in-
kind" match. Therefore, all costs for travel, meals, hotel, etc. would be listed as an "in-kind"
match

6. Donation of Board Members Time

To determine a dollar value for Board members' time:

a. The Board member’s time can be determined by researching and documenting the compensation
offered to other persons serving on boards within your community.

The hourly rate times the number of hours attending the Board Meetings or performing other tasks for
the organization equals the "in-kind" match value.

Example # 1: (Board Member serving in specialized capacity)

Local CPA is a Board Member for the Jefferson City Community Health Coalition (JCCHC). The CPA
performs the quarterly and yearly tax filings for the organization. The normal rate for a CPA in Jefferson
City is $35.00 per hour. The CPA spends approximately four (4) hours per quarter and six (6) hours at

year-end completing the tax forms and filing the information.

Therefore, the "in-kind" calculation for this donation would be:

March 2001 Quarterly Tax Preparation ~ $35.00 x 4 hours = $140
June 2001 Quarterly Tax Preparation ~ $35.00 x 4 hours = $140
September 2001 Quarterly Tax Preparation  $35.00 x 4 hours = $140
December 2001 Year-end Tax Preparation ~ $35.00 x 6 hours = $210

Total 2001 In-kind donation (tax preparation)=$630
Example #2: (Board member attending quarterly meetings)

A Board member for the Jefferson City Community Health Coalition (JCCHC) attends the quarterly
meetings in Jefferson City to discuss issues and to make decisions. According to research of other local
businesses, the average board member compensation is $50.00 per hour. The JCCHC meets quarterly
and meetings last approximately four (4) hours. Therefore, the "in-kind" calculation for this donation
would be:

March 2001 Quarterly Board Meeting $50.00 x 4 hours = $200
June 2001 Quarterly Board Meeting ~ $50.00 x 4 hours = $200
September 2001 Quarterly Board Meeting $50.00 x 4 hours =$200
December 2001 Quarterly Board Meeting ~ $50.00 x 4 hours = $200

Total 2001 In-kind donation (board meeting participation) = $800
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NOTE: The per-hour rate for professional level services will be dependent upon regional and
local differences.

b. Additionally, any costs incurred by the recipient to cover Board Member travel expenses or staff
member travel expenses would be considered an "in-kind" match. Therefore, all costs for travel,
meals, hotel, etc. would be listed as an "in-kind" match.

c. Volunteer time can be determined by contacting the local area Chamber of Commerce to seek
information on average salaries for positions performing similar tasks.

7. Valuing Other Volunteer Time

The following discussion draws upon material explored more completely by Susan J. Ellis, in chapter 11
- The Dollar Value of Volunteers in her 1996 book, From The Top Down: The Executive Role in
Volunteer Program Success. (This book can be ordered from Energize, (215) 438-8342 or by ordering
on-line at their web page at www.energizeinc.com.) The quotations in this section are from this
publication.

Susan Ellis, provides an interesting insight on how to view volunteer's contributions to your
organization:

"Too often, in an effort to praise the contributions of volunteers, executives (and legislators) say:
"Volunteers save us money!" They may even calculate the total dollar value for these supposed
"savings." .. .For now, however, understand that volunteers never "save" money. Do you have
money available that you did not have to spend because you utilized volunteers? Hardly. Much
more accurate is the recognition that volunteers allow you to spend every dollar you have - and
then do more. Volunteers extend the budget." P. 11

The diagram on the next page helps to illustrate a point made by Susan J. Ellis; "Do not fall into the
common trap of using the minimum wage or the national median wage as a basis for your computation.
The vast majority of volunteer assignments are worth a great deal more than minimum wage and
probably more than the median, too." P. 163

This diagram suggests that the "middle of the road" - not exaggerating the value of your volunteer time
but also not overlooking their contributions is the appropriate course of action.
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The Points of Light Foundation placed a national average of $14/ hr. for volunteer time donated in
1998. Visit their website for more information: www.pointsotlight.org and follow the links to the
Volunteer Facts and Stats Sheet.

Henry Flood, in an article entitled, "Valuing Volunteer Time" in the Fall 2001 Grantsmanship
Center Magazine (#45) states the following:

"What about general volunteer time that may not be tied to specific jobs or titles? Students, ad hoc
clerical support, community volunteers and the like fit this broad category. Since 1994, Independent
Sector (www://indepedentsector.org) has come up with an annual figure that represents an hourly rate
for this sort of volunteer time. It is based on the average hourly wage for nonagricultural worker
published in the annual Economic Report of the President. This figure is then increased by 12% to
include fringe benefits. For 2000, the rate was $15.39."
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So does this mean you should use $15.39 an hour as the general value of any volunteer time contributed
to your organization? Probably not! $15.39 an hour is a great starting point as a national average - but
Susan Ellis offers this following guideline: "You must assess the value of each volunteer assignment
based on what it would cost you to purchase that type of work in the marketplace." P. 163

Another guiding principle in valuing the volunteer is:
The value goes with the task and the appropriate skill level of the person performing the task; For
instance, how would you value the volunteer time spent completing a mailing (sorting letters, stuffing

envelopes, affixing stamps, sorting by zip codes):

e Would an attorney volunteering their time to do this task have it valued at $75 an hour (or
whatever their billable hour rate as an attorney is)?

¢ How about a secretary - whose normal hourly wage is $8 hour?

In this case the volunteer time of both the attorney and the secretary would be valued at $8 hour, since
this is a task that you would normally expect a clerical level person to undertake.

But at the same time, if an attorney volunteered their time to draft a new set of bylaws (and this was a
task that they normally did for hire), the organization should value the attorney's time at the value he/she
would have charged to undertake the task.

So, use this two-step process to help you determine the volunteer's time value:

1. Find out what the going rate of hiring that service in your community would be.

2. Determine if the volunteer who is completing the service would have the competency
level to offer their services for hire at the going rate you found. If yes, there should be no
problem with valuing the volunteer's time at that community-based rate.

A fair market approach to valuing the volunteer time produces another valuable insight. It helps you

begin to see the amount of actual cash you will need to raise to pay for the services provided by your
volunteers, if they are unable to volunteer in the future.

8. Valuing Donations Made as Part of Fund-Raising Efforts

Another type of in-kind donation is those made to support your organization's various fund-raising
efforts.

A recent issue of the Grantsmanship Center Magazine 37 (y\Tinter 1999) p. 12 14 has an article by
John H. Taylor entitled "Your Noncash Gift Questions Answered."

The Grantsmanship Center provides free subscriptions to this quarterly newsletter.

10
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You can contact the Grantsmanship Center at:

TGCI
Box 17220
Los Angeles, CA 90017
(213) 482-9860
Or visit their web site at www.tgci.com

Valuing in-kind Donations - Three perspectives of the same donation

With any in-kind donation you need to think through three different perspectives in regards to the value
you assign that donation;

e The value that your organization acknowledges to the donor (this provides a specific recognition
of the donor's contribution);

e The value that you assign to the donation for IRS reporting purposes as well as for purposes of
leveraging other potential funders;

e The value that you assign to the service/product provided for budget planning purposes (what
would your organization have to pay for this service/product if this donation wasn't donated, but
had to be purchased).

IRS Rules on Valuing and Substantiating Charitable Contributions:

In December 1996, the Internal Revenue Service issued regulations clarifying the federal tax rules on
valuing and substantiating charitable contributions.

The Grantsmanship Center Magazine web-page (www.tgci.com) has an on-line archive of past articles.
Two past articles which help explain the IRS regulations are:

Contributions and Premiums, by Pamela McAllister, Grantsmanship Center Magazine, Summer 1998.
Downloadable at: www.tgci.com/publications/98summer/contribprem.html

Revised IRS Rules for Substantiation, Disclosure and Business Sponsorship, Grantsmanship Center
Magazine, Winter 1998. Downloadable at: www.tqgci.com

An excellent resource to provide some insights into this issue is "How Much Really is Tax
Deductible?" which is available from the Independent Sector (see address below) for $7.00.

OTHER RESOURCES:
ENERGIZE - one of the leading resources related to volunteer management.
Energize
5450 Wissahickon Ave.

Box C13 Philadelphia, PA 19144
(215) 438-8342

11
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You can also go directly to the Energize web page: www.energizeinc.com and see their complete stock
and order on-line.

Self-Help Accounting - A Guide for The Volunteer Treasurer, referenced earlier is available from
ENERGIZE. While at their web site check out the descriptions of other books such as; From the Top
Down, The Volunteer Recruitment Book, and The Help I Don't Have Enough Time Guide to
Volunteer Management. (GRANTSMANSHIP CENTER - one of the oldest resource agencies
assisting not-for-profit organizations since 1972.
Box 17220
Los Angeles, CA 90017
213-4892-9860

Web-page: www.tgci.com

The website contains downloadable articles from past issues of their quarterly newsletter, The
Grantsmanship Center Magazine. Non-profit organizations and government agencies can request a free
subscription to their newsletter.

THE INDEPENDENT SECTOR - a coalition of leading non profits, foundations and corporations
strengthening not-for profit initiative, philanthropy and citizen action since 1980. .

1200 Eighteenth St. NW, Suite 200
Washington, D.C. 20036
202-467-6100
Web-page: www independentsector org

The web-site includes features articles on current trends impacting nonprofits as well as a list of
publications that can be purchased.

INTERNET NONPROFIT CENTER - This site contains the INC Library and the Non-profit FAQ,
both of which provide insights into a variety of topics useful to nonprofit organizations.

Web-page: www.nonprofits.org

IRS PUBLICATIONS:

Several Internal Revenue Service publications provide insights into the requirements for acknowledging
donations to your organizations. These publications include;

Publication 526 - Charitable Contributions (rev. Dec. 2000)

Publication 561 - Determining the Value of Donated Property (rev. Feb. 2000)

Publication /391 - Deductibility of Payments Made to Charities Conducting Fund Raising Events
Publication /771 - Charitable Contributions - Substantiation and Disclosure Requirements (March 2002)

12
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Contact CHART
by email info@dhss.mo.gov
by Phone 573-751-6412
by Fax 573-526-7646

Healthy Communities and Schools Unit
Section for Community Health Systems and Support
Division of Community Health
Missouri Department of Health and Senior Services
PO Box 570
Jefferson City, Missouri 65102-0570
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