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ADMINISTRATION OF FEDERAL AWARDS 
 
I. Definitions 
 

There are several types of agreements through which the City of Whitewater may receive 
financial assistance from a donor/grantor agency: 

 
Grant: A financial assistance award given to the organization to carry out its programmatic 
purpose. 

 
Contract: A mutually binding legal agreement where the organization agrees to provide 
supplies or services and the donor agrees to pay for them. 

 
Cooperative Agreement: A legal agreement where the organization implements a program 
with the direct involvement of the donor. 

 
Throughout this manual, federal assistance received in any of these forms will be referred 
to as a federal "award." 

 
II. Preparation and Review of Proposals 
 

Individual Departments are responsible for preparing proposals for projects that the 
department intends to pursue. However, all proposals shall be reviewed by the City 
Manager and approved by Common Council prior to submission to government agencies or 
other funding sources.  

 
The City of Whitewater requires all proposals for new funding be approved by the Common 
Council and City Manager. 

 
III. Post-Award Procedures 



 
After an award has been made, the following steps shall be taken: 

 
1. Verify the specifications of the grant or contract. The Director of Finance and 

Comptroller along with the Department Head and all individuals affected by the grant or 
contract will hold a grant orientation meeting to identify the terms and specifications of 
each award as well as the terms, time periods, award amounts and expected 
expenditures associated with the award. A CFDA (Catalog of Federal Domestic 
Assistance) number shall be determined for each award.  All reporting requirements 
under the contract or award shall be summarized. 

 
2. Create new general ledger account numbers. New accounts shall be established for the 

receipt and expenditure categories in line with the grant or contract budget. 
  

3. Gather documentation. Files are established for each grant or contract. These files 
contain the proposal, all correspondence regarding the grant or contract, and the final 
signed award document, and all reports submitted to the funding sources. 

 
IV. Compliance with Laws, Regulations and Provisions of Awards 
 

The City of Whitewater recognizes that as a recipient of Federal funds, the Organization is 
responsible for compliance with all applicable laws, regulations, and provisions of contracts 
and grants. To ensure that the Organization meets this responsibility, the following policies 
apply with respect to every grant or contract received directly or indirectly from a Federal 
agency: 

  
1. For each Federal award, the Department Head within the department will be 

responsible for administering the award.  
 

2. The Finance Department shall maintain or forward copies of applicable laws regulations 
to the Department Head (such as OMB Circulars, pertinent sections of compliance 
supplements, and other regulations). 

 
3. The Department Head and/or the Finance Department shall identify and communicate 

any special changes in policies and procedures necessitated by Federal awards as a 
result of the review of each award. 

 
4. The Department Head and/or the Finance Department shall take all reasonable steps 

necessary to identify applicable changes in laws, regulations, and provisions of contracts 
and grants. Steps taken in this regard shall include, but not be limited to, reviewing 
subsequent grant and contract renewals, reviewing annual revisions to the “OMB 
Circular A-133 Compliance Supplement”, and communications with Federal awarding 
agency personnel. 

 



 
5. The Department Head shall cooperate with the Independent Auditors by informing the 

CPA firm as to applicable laws, regulations, and provisions of contracts and grants and 
communicating known instances of noncompliance with laws, regulations, and 
provisions of contracts and grants to the auditors. 

 
 
V. Billing and Financial Reporting 
 

The City of Whitewater strives to provide management, staff and funding sources with 
timely and accurate financial reports applicable to federal awards. These reports include 
monthly and cumulative expenditures, a project budget, and a balance remaining column. 

 
The City of Whitewater shall prepare and submit financial reports as specified by the 
financial reporting clause of each grant or contract award document. Preparation of these 
reports shall be the responsibility of Finance Department, subject to review and approval by 
the Director Head. 

 
The following policies shall apply to the preparation and submission of billings to federal 
agencies under awards made to the City of Whitewater: 

 
1. It is the policy of the City of Whitewater to request reimbursement after expenditures 

have been incurred, unless an award specifies another method. 
 

2. Each award normally specifies a particular billing cycle; therefore, a schedule is 
established for each grant and contract to ensure that reimbursement is made on a 
timely basis along with any other reporting that is required in addition to the financial 
reports. 

 
3. Requests for reimbursement of award expenditures will use the actual amounts as 

posted to the general ledger as the source for all invoice amounts. 
 

4. All financial reports required by each federal award will be prepared and filed on a 
timely basis. To the extent the City of Whitewater year-end audit results in adjustments 
to amounts previously reported to federal agencies, revised reports shall be prepared 
and filed in accordance with the terms of each federal award. 

 
The City of Whitewater shall maintain separate billing records in addition to the official 
general ledger accounting records. Billing records shall be reconciled to the general ledger 
on a monthly basis. 

 
At the time invoices (requests for reimbursement) are prepared, revenue and accounts 
receivable shall be recorded on the books of the City of Whitewater by the Comptroller.  

 



VI. Provisions Included in All Contracts 
 

It is the policy of the City of Whitewater to include all of the following provisions, as 
applicable, in all contracts (including small purchases) with vendors and sub-grants to 
grantees: 

 
1. Equal Employment Opportunity: All contracts shall contain a provision requiring 

compliance with E.O. 11246, "Equal Employment Opportunity," as amended by E.O. 
11375, "Amending Executive Order 11246 Relating to Equal Employment Opportunity," 
and as supplemented by regulations at 41 CFR part 60, "Office of Federal Contract 
Compliance Programs, Equal Employment Opportunity, Department of labor." 

 
2. Copeland "Anti-Kickback" Act (18 U.S.C. 874 and 40 U.S.C. 276c): All contracts and sub 

grants in excess of $2,000 for construction or repair awarded by the City of Whitewater 
and its sub recipients shall contain a provision for compliance with the Copeland "Anti-
Kickback" Act (18 U.S.C. 874), as supplemented by Department of labor regulations 29 
CFR part 3, "Contractors and Subcontractors on Public Building or Public Work Financed 
in Whole or in Part by loans or Grants from the United States." This Act provides that 
each contractor or sub recipient shall be prohibited from inducing, by any means, any 
person employed in the construction, completion, or repair of public work, to give up 
any part of the compensation to which he or she is otherwise entitled. It is the policy of 
the City of Whitewater to report all suspected or reported violations to the Federal 
awarding agency. 

 
3. Davis-Bacon Act, as amended (40 U.S.C. 276a to a-7): If included in the federal agency 

grant program legislation, all construction contracts of more than $2,000 awarded by 
the City of Whitewater and its sub recipients shall include a provision for compliance 
with the Davis-Bacon Act (40 U.S.C. 276a to a-7) and as supplemented by Department of 
labor regulations (29 CFR part 5, "labor Standards Provisions Applicable to Contracts 
Governing Federally Financed and Assisted Construction"). Under this Act, contractors 
are required to pay wages to laborers and mechanics at a rate not less than the 
minimum wages specified in a wage determination made by the Secretary of labor. In 
addition, contractors shall be required to pay wages not less than once a week. It is the 
policy of the City of Whitewater to place a copy of the current prevailing wage 
determination issued by the Department of labor in each solicitation and the award of a 
contract shall be conditioned upon the acceptance of the wage determination. The City 
of Whitewater shall also obtain reports from contractors on a weekly basis in order to 
monitor compliance with the Davis-Bacon Act. The City of Whitewater shall report all 
suspected or reported violations to the Federal awarding agency. 

 
4. Contract Work Hours and Safety Standards Act (40 U.S.C. 327-333): (Where applicable) 

All contracts awarded by the City of Whitewater in excess of $2,000 for construction 
contracts and in excess of $2,500 for other contracts that involve the employment of 
mechanics or laborers shall include a provision for compliance with Sections 102 and 



107 of the Contract Works Hours and Safety Standards Act (40 U.S.C. 327-333), as 
supplemented by Department of labor regulations (29 CFR part 5). Under Section 102 of 
the Act, each contractor is required to compute wages of every mechanic and laborer on 
the basis of a standard work week of 40 hours. Work in excess of the standard work 
week is permissible provided that the worker is compensated at a rate of not less than 
1-1/2 times the basic rate of pay for all hours worked in excess of 40 hours in the work 
week. Section 107 of the Act is applicable to construction work and provides that no 
laborer or mechanic shall be required to work in surroundings or under working 
conditions that are unsanitary, hazardous, or dangerous. These requirements do not 
apply to the purchases of supplies or materials or articles ordinarily available on the 
open market, or contracts for transportation or transmission of intelligence. 

 
 

5. Rights to Inventions Made Under a Contract or Agreement: Contracts or agreements 
for the performance of experimental, developmental, or research work shall provide for 
the rights of the Federal Government and the City of Whitewater in any resulting 
invention in accordance with 37 CFR part 401, "Rights to Inventions Made by Nonprofit 
Organizations and Small Business Firms Under Government Grants, Contracts and 
Cooperative Agreements," and any implementing regulations issued by the awarding 
agency. 

 
6. Clean Air Act (42 U.S.C. 7401 et seq.) and the Federal Water Pollution Control Act (33 

U.S.C. 1251 et seq.), as amended: Contracts and sub grants of amounts in excess of 
$100,000 shall contain a provision that requires the recipient to agree to comply with all 
applicable standards, orders or regulations issued pursuant to the Clean Air Act (42 
U.S.C. 7401 et seq.) and the Federal Water Pollution Control Act, as amended (33 U.S.C. 
1251 et seq.). Violations shall be reported to the Federal awarding agency and the 
Regional Office of the Environmental Protection Agency (EPA). 

 
7. Byrd Anti-Lobbying Amendment (31 U.S.C. 1352): For all contracts or sub-grants of 

$100,000 or more, the City of Whitewater shall obtain from the contractor or sub-
grantee a certification that it will not and has not used Federal appropriated funds to 
pay any person or organization for influencing or attempting to influence an officer or 
employee of any agency, a member of Congress, officer or employee of Congress, or an 
employee of a member of Congress in connection with obtaining any Federal contract, 
grant or any other award covered by 31 U.S.C. 1352. Likewise, since each tier provides 
such certifications to the tier above it, the City of Whitewater shall provide such 
certifications in all situations in which it acts as a sub-recipient of a sub-grant of 
$100,000 or more. 

 
8. Debarment and Suspension (EO.s 12549 and 12689): For all contracts in excess of the 

small purchase threshold fixed at 41 U.S.C. 403(11) (currently $100,000), the City of 
Whitewater shall obtain from the contractor a certification that neither the contractor 
nor any of its principal employees are listed on the General Services 



Administration________ List of Parties Excluded from Federal Procurement or Non-
procurement Programs. 

 
9. Remedies: All contracts in excess of the small purchase threshold fixed at 41 U.S.C. 

403(11) (currently $100,000) shall contain contractual provisions or conditions that 
allow for administrative, contractual, or legal remedies in instances in which a 
contractor violates or breaches the contract terms. 

 
10. Termination: All contracts in excess of the small purchase threshold fixed at 41 U.S.C. 

403(11) (currently $100,000) shall contain suitable provisions for termination by the City 
of Whitewater including the manner by which termination shall be effected and the 
basis for settlement. In addition, such contracts shall describe the conditions under 
which the contract may be terminated for default as well as conditions where the 
contract may be terminated due to circumstances beyond the control of the contractor. 

 
VII. Equipment and Furniture Purchased/Leased With Federal Funds 
 

The City of Whitewater may occasionally purchase and/or lease equipment and furniture 
that will be used exclusively on a program funded by a federal agency. In addition to those 
policies on Asset Management described earlier, equipment and furniture expenses 
charged to federal awards will be subject to certain additional policies as described below. 

 
In all cases, prior to charging equipment and furniture expenses to federal awards a 
determination to purchase or lease assets will be made by the Finance Director and/or 
Department Director.  This determination will be made based on the method that will be 
most advantageous economically to the program, price and other factors considered. 

 
For purposes of federal award accounting and administration, "equipment" shall include all 
assets with a unit cost equal to the lesser of $5,000 or the capitalization threshold utilized 
by the City of Whitewater described under Asset Management.  

 
All purchases of "equipment" with federal funds shall be approved in advance in writing by 
the federal awarding agency. In addition, the following policies shall apply regarding 
equipment purchased and charged to federal awards: 

 
1. Any equipment that is owned by the federal government and given to the City of 

Whitewater for use in a program shall be marked as such. 
 

2. Adequate insurance coverage will be maintained with respect to equipment and 
furniture charged to federal awards. 

 
3. For equipment (or residual inventories of supplies) with a remaining per unit fair market 

value of $5,000 or less at the conclusion of the award, the City of Whitewater shall 
retain the equipment without any requirement for notifying the federal agency. If the 



remaining per unit fair market value is $5,000 or more, the City of Whitewater shall gain 
a written understanding with the federal agency regarding disposition of the equipment. 
This understanding may involve returning the equipment to the federal agency, keeping 
the equipment and compensating the federal agency, or selling the equipment and 
remitting the proceeds, less allowable selling costs, to the federal agency. 

 
4. The Department Director shall determine whether a specific award with a federal 

agency includes additional equipment requirements or thresholds and requirements 
that differ from those described above. 

 
5. A physical inventory of all capital equipment purchased with federal funds shall be 

performed at least once every two years. The results of the physical inventory shall be 
reconciled to the accounting records of and federal reports filed by the City of 
Whitewater. 

VIII. Standards for Financial Management Systems 

 
In accordance with OMS Circular A-110, it is the policy of the City of Whitewater to maintain 
a financial management system that provides for the following: 

 
1. Accurate, current and complete disclosure of the financial results of each federally-

sponsored project or program in accordance with the reporting requirements of Circular 
A-110 and/or the award. 

 
2. Records that identify adequately the source and application of funds for federally-

sponsored activities. These records shall contain information pertaining to Federal 
awards, authorizations, obligations, unobligated balances, assets, outlays, income and 
interest. 

 
3. Effective control over and accountability for all funds, property and other assets. The 

City of Whitewater shall adequately safeguard all such assets and assure they are used 
solely for authorized purposes. 

 
4. Comparison of outlays with budget amounts for each award. Whenever possible, 

financial information shall be related to performance and unit cost data. 
 

5. Written procedures to minimize the time elapsing between the transfer of funds to the 
City of Whitewater from the U.S. Treasury and the issuance or redemption of checks, 
warrants or payments by other means for program purposes by the recipient. 

 
6. Written procedures for determining the reasonableness, allocability and allowability of 

costs in accordance with the provisions of the applicable federal cost principles and the 
terms and conditions of the award. 

 
7. Accounting records including cost accounting records that are supported by source 



documentation. 
 
IX. Budget and Program Revisions 
 

It is the policy of the City of Whitewater to request prior approval from federal awarding 
agencies for any of the following program or budget revisions: 

 
1. Change in the scope or objective of the project or program, even if there is no 

associated budget revision requiring prior written approval. 
 

2. The need for additional federal funding. 
 

3. The inclusion, unless waived by the federal awarding agency, of costs that require prior 
approval in accordance with OMS Circular A-122. 

 
4. The transfer of funds allotted for training allowances (direct payment to trainees) to 

other categories of expense. 
 

5. Unless described in the application and funded in the approved awards, the sub award, 
transfer or contracting out of any work under an award (However, this provision does 
not apply to purchases of supplies, materials, and equipment or general support 
services). 

 
X. Close Out of Federal Awards 
 

The City of Whitewater shall follow the close out procedures described in OMS Circular A-
110 and in the grant agreements as specified by the granting agency. 

 
The City of Whitewater and all sub recipients shall liquidate all obligations incurred under 
the grant or contract within 90 days of the end of the grant or contract agreement. 

 



XI. CHARGING OF COSTS TO FEDERAL AWARDS 
 

Overview 
 

It is the policy of the City of Whitewater that only costs that are reasonable, allowable and 
allocable to a federal award shall be charged to that award directly or indirectly. All 
unallowable costs shall be appropriately segregated from allowable costs in the general 
ledger in order to assure that unallowable costs are not charged to Federal awards. 

 
XII. Segregating Unallowable From Allowable Costs 
 

The following steps shall be taken to identify and segregate costs that are allowable and 
unallowable with respect to each federal award: 

 
1. The budget and grant or contract for each award shall be reviewed for costs specifically 

allowable or unallowable. 
 

2. Accounting personnel shall be familiar with the allowability of costs provisions of OMB 
Circular A-122, "Cost Principles for Non-Profit Organizations", particularly: 

 
a.  The list of specifically unallowable costs found in Attachment B (Selected          
Items of Cost), such as alcoholic beverages, bad debts, contributions, fines and 
penalties, lobbying, etc. 

 
b. Those costs requiring advance approval from federal agencies in order to be            
allowable in accordance with Attachment B, such as foreign travel, equipment 
purchases, etc. 

 
3. No costs shall be charged directly to any federal award until the cost has been 

determined to be allowable under the terms of the award and/or OMB Circular A-122. 
 

4. For each Federal award, an appropriate set of general ledger accounts shall be 
established in the chart of accounts of the City of Whitewater to reflect the categories 
of allowable costs identified in the award or the award budget. 

 
5. All items of miscellaneous income or credits, including the subsequent write-offs of 

uncashed checks, rebates, refunds, and similar- items, shall be reflected for grant 
accounting purposes as reductions in allowable expenditures if the credit relates to 
charges that were originally charged to a Federal award or to activity associated with a 
Federal award. The reduction in expenditures shall be reflected in the year in which the 
credit is received (i.e. if the purchase that results in the credit took place in a prior 
period, the prior period shall not be amended for the credit.) 

 



XIII. Criteria for Allowability 

 
It is the policy of the City of Whitewater that all costs must meet the following criteria in 
order to be treated as allowable direct or indirect costs under a federal award: 

 
1. The cost must be "reasonable" for the performance of the award, considering the 

following factors: 
 

a. Whether the cost is of a type that is generally considered as being necessary for the 
operation of the Organization or the performance of the award; 

 
b.  Restraints imposed by such factors as generally accepted sound business practices, 
arm length bargaining, federal and state laws and regulations, and the terms and 
conditions of the award; 

 
 c. Whether the individuals concerned acted with prudence in the circumstances; 

 
d.  Consistency with established policies and procedures of the Organization, deviations 
from which could unjustifiably increase the costs of the award. 

 
2. The cost must be "allocable" to an award by meeting one of the following criteria: 
 
      a. The cost is incurred specifically for a federal award; 
 

b. The cost benefits both the federal award and other work, and can be distributed in 
reasonable proportion to the benefits received; or 

 
c. The cost is necessary to the overall operation of the Organization, but where         
a direct relationship to any particular program or group of programs cannot         
be demonstrated. 

 
3. The cost must conform to any limitations or exclusions of OMS Circular A-122 or the 

federal award itself. 
 

4. Treatment of costs must be consistent with policies and procedures that apply to both 
federally financed activities and other activities of the Organization. 

 
5. Costs must be consistently treated over time. 

 
6. The cost must be determined in accordance with generally accepted accounting 

principles. 
 

7. Costs may not be included as a cost of any other federally financed program in the 
current or prior periods. 



 
8. The cost must be adequately documented. 

 
XIV. Direct Costs 

 
Direct costs include those costs that are incurred specifically for one award or non-federal 
function.  The City of Whitewater identifies and charges these costs exclusively to each 
award or program. 

 
Each invoice shall be coded with the appropriate account number reflecting which program 
received direct benefit from the expenditure.  Invoices are approved as specified under 
“Purchasing Policies and Procedures”. 

 
Time sheets or personnel activity reports (PAR), described earlier are also submitted on a 
regular basis reflecting employees' work and which programs directly benefited from their 
effort. Time sheets or personnel activity reports shall serve as the basis for charging salaries 
directly to federal awards and non-federal functions. 

 
Equipment purchased for exclusive use on a federal award and reimbursed by a federal 
agency shall be accounted for as a direct cost of that award (i.e. such equipment shall not 
be capitalized and depreciated). 

 
XV. Cost Sharing and Matching 
 

It is the policy of the City of Whitewater to value contributed services and property that are 
to be used to meet a cost sharing or matching requirement at their fair market values at the 
time of contribution, unless award documents or federal agency regulations identify specific 
values to be used. 

 
The City of Whitewater shall claim contributions as meeting a cost sharing or matching 
requirement of a federal award only if all of the following criteria are met: 

 
1. They are verifiable from the City of Whitewater records. 

 
2. They are not included as contributions for any other federally-assisted project or 

program. 
 

3. They are necessary and reasonable for proper and efficient accomplishment of project 
or program objectives. 

 
4. They are allowable under OMB Circular A-122. 

 
5. They are not paid by the federal government under another award, except where 

authorized by federal statute to be used for cost sharing or matching. 



 
6. They are provided for in the approved budget when required by the federal awarding 

agency. 
 

7. They conform to all provisions of OMB Circular A-110. 
 

8. In the case of donated space, the space is subject to an independent appraisal to 
establish its value. 

 
Contributed services used for cost sharing or matching purposes shall be valued at rates 
consistent with those rates paid for similar work in the Organization (match up experience 
and skill level), including an estimate of reasonable fringe benefits. In cases in which the 
required skills are not found in the Organization, rates used shall be consistent with those 
paid for similar work in the labor market in which the City of Whitewater competes. 

 
It is the policy of the City of Whitewater to require volunteers to document and account for 
their contributed time in a manner similar to the time-keeping system followed by the City 
of Whitewater employees. 

 
 


