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Agenda

 Clearinghouse Recap

 Clearinghouse Code

 Clearinghouse Meetings

 Clearinghouse Website

 Clearinghouse Cycle/Timeline

 Review Process 

 Key Items to Remember 

 Federal Aid Masters (FMs)

 New Appropriations

 Who Do I Contact?

 Questions/Comments



Clearinghouse Recap

 Positive feed back from Clearinghouse Committee

 Grant information and attachments are 
accessible to OMB, Applicant, Auditors, etc.

 Notification tools can be used for direct 
communication

 Pre-Award tracks the progress of the grant 
through the Clearinghouse process

 SAI numbers are generated in Pre-Award for state 
agencies. Those not supported in FSF will 
continue to function outside of FSF.  Type 20 
appropriations are continuing to be supported in 
FSF.

 Time period for Clearinghouse approval is 
shortened.

 Less duplicative efforts



Delaware State Clearinghouse 

Committee Meetings

 Clearinghouse review is established in 
Delaware Code

 Committee Membership consists of: Chair and 
Vice Chairperson of the Joint Finance 
Committee; Controller General (or designee); 
Director of the Office of Management and 
Budget (or designee); Director of the Delaware 
Economic Development Office (or designee); 
Secretary of Finance (or designee); and (4) 
members of the General Assembly

 Purpose is to establish policy, review and 
approve or disapprove (majority vote) 
applications for federal and non-federal grants

http://delcode.delaware.gov/title29/c076/index.shtml


Attendance of Clearinghouse 

Meetings
 Attendance Required by Agency 

 New grants

 Grants with new positions 

 Hot topics

 Change of scope

 Attendance Not Required by Agency

 Reoccurring or continuous grants

 Open to the Public

 Meeting time and dates are posted on the statewide 
calendar and Clearinghouse website

https://egov.delaware.gov/pmc/

http://budget.delaware.gov/clearinghouse/index.shtml

https://egov.delaware.gov/pmc/
http://budget.delaware.gov/clearinghouse/index.shtml


Clearinghouse Website 

http://budget.delaware.gov/clearinghouse/index.shtml


Clearinghouse Website - Training

 PowerPoint 

Presentations 

from training 

sessions

 Link to FSF 

website for Job 

Aids

http://extranet.fsf.state.de.us/


FSF Job Aids
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 Utilize SPOC form 

(only to be used if the 

grant is outside of 

FSF)

 FM Form and 

Instructions

 Personnel Summary 

template 

 Director’s Overview 

template and 

instructions.

Clearinghouse Website - Forms



Clearinghouse Website - Calendar and SAI 

Requests

 This is an eight week 

process:

 Six weeks for review 

process

 Two weeks prior to the 

Clearinghouse meeting 

the agenda is sent out

 Private grants, 

amendments, and 

agencies working outside 

of FSF will continue to 

use OMB issued State 

Application Identifier 

(SAI) numbers.



Clearinghouse Cycle



Clearinghouse Cycle Continued



Example of Timeline for 

October Grants

 By September 1st

 Proposals must be correctly submitted and approved by 

the agency in FSF (or sent to the OMB Clearinghouse 

inbox) for October Clearinghouse meeting by September 

1st.

 Grant packets are created on September 1st and 2nd.

 September 2nd–11th

 Clearinghouse Coordinator reviews all grant packets and 

distributes to analysts for their review.

 September 14th-18th 

 Any outstanding grants that are sent back need to be 

resubmitted and reviewed again before moving to the 

analyst for review.



 September 18th – 25th

 The analyst completes their review/Preliminary Review 
(PR) and send back if necessary

 Clearinghouse admin reviews PR for completeness and 
accuracy compared to grant documentation

 September 28th – October 9th

 BDPA Director reviews all PRs and grant documentation

 October 13th

 The agenda is prepared and sent to Clearinghouse 
Committee and contacts

 October 27th

 Clearinghouse meeting 

 Clearinghouse Coordinator and Admin approve 
proposals in FSF

Example of Timeline for 

October Grants Cont.



 It is EXTREMLY important to follow the Clearinghouse 

timeline and due dates to ensure there is enough time 

to thoroughly review each grant.

 If a grant has to be sent back for simple 

errors/adjustments to be made, the turnaround period 

will only be 2-3 days.  

 If a grant has to be sent back for significant 

errors/adjustments, the turnaround period may be 

longer depending on the nature of adjustments.

 A grant can be sent back at any point during our review 

process, and could result in being pushed to the next 

Clearinghouse meeting if not resolved.

 PLEASE ENSURE ALL ATTACHMENTS AND INFORMATION IS 

FILLED OUT CORRECTLY AND ACCURATELY BEFORE 

SUBMITTING AND APPROVING.

Importance of 

Deadlines/Turnaround



Proposal Tab

 Ensure FFATA (Federal Funding Accountability and 
Transparency Act) has been identified in 
Additional Information (if applicable).

 Ensure CFDA number is filled out correctly. If this 
number has changed please indicate so in the 
Director’s overview and include documentation in 
attachments tab.

 Ensure Long Description field is filled out with a 
brief description of the grant project

 Allow Multiple PI’s check box 

 Reference Award Number

 Federal Award Identification Number



Maintenance Package Updates
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Budget Tab
 Ensure matching requirements are 

properly reflected on the project 
budget area of the proposal.

 Audit fees must be budgeted for 0.3% 
of the total federal funding and split 
correspondingly between state and 
federal budgets for grants with a 
required state match.

 Ensure indirect costs are budgeted 
when applicable.

 The budget amount should be the 
best estimate if award information is 
not available. 



Resources Tab
 Ensure that the individual associated with Principal 

Investigator has been identified as the ‘Primary PI’.

 Ensure all members of workflow have been applied and 
are correct.



Attachments

 Ensure the SPOC form has been processed 
within the system.

 Ensure Director Overview has been signed by 
the Director.

 Ensure the Personnel Summary matches the 
SPOC form and includes all necessary 
information.

 Ensure the SF 424 application is provided if 
applicable.

 Ensure a Grant Notice of Award or 
Announcement is provided  if applicable.

 If an attachment is missing the proposal will 
be sent back.



FSF Generated SPOC Form



SPOC Form
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Frequent SPOC Form Issues

 Proposal Type: Continuous vs. New

 Missing Project Descriptions – should represent a high level 

summary of the grant.

 Grant periods need to be accurate and include 90 days 

close out period if applicable (should reflect spending 

period loaded on FM).  If no close out period is permitted 

organizations should reflect a comment in the additional 

information field. 

 Number of years of funding 

 Audit fees – need to be calculated properly. If there is a 

required state match of federal funds a corresponding 

portion of audit fees must be budgeted.

 Ex: If the state match is 25%, audit fees for state funds 

would be 25% of the .3% of the total federal funds.

 Indirect costs should be included if the agency has an 

indirect cost rate and salaries are budgeted.



Regenerating SPOC Form

 In some circumstances, after a correction has been 

made to a proposal, the SPOC form may need to be 

regenerated. Please refer to the attached and the FSF 

website for details.

 Please refer to Job Aid 2.10 – SPOC form

 Utilize the “SPOC Form Required” cheat sheet to tell if 

a new SPOC form needs to be regenerated after 

changing information

http://extranet.fsf.state.de.us/mod_gm.shtml


Director’s Overview
Narrative

 Objectives of the program through the life of the grant

 Sub-awards

 Position requests or changes

 Involvement of other state agencies

Measurable Objectives

 Anticipated objectives for the period being reviewed

 Prior budget period objectives

 Were prior objectives met?

Budget Comparison

 Explain any budget changes from the previous year

 Include outlook for future funding

Relationship to State Budget

 Sources of funding (other agencies, departments, private org)

 Matching requirements (percentage, set amount, maintenance of effort)

Technology Initiatives

 Business Case number if applicable

 Status of Business Case review

Director’s Signature

 Secretary or Agency Head

 Agency Section Director

 Chief Administrator



Frequent Director’s Overview 

Issues

 Ensure to include all sections in the 

Director’s Overview.

 If there is a section that does not 

pertain to the grant, include the 

section and “Not Applicable.”

 Include details of matching and other 

funds listed on the SPOC form.

 Ensure the Director’s Overview is signed.



Personnel Summary - Example 1
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Personnel Summary - Example 2
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OMB’s Review of Personnel Summaries 
 Ensure correct BP numbers listed

 Ensure correct position titles included

 Ensure correct paygrades included

 Ensure correct salaries included

 Ensure FTE complement included

 Verify all positions in PHRST

 Are the BP numbers listed for the positions correct?

 Are positions budgeted correctly in PHRST?

 Are positions being paid by the correct grant?

 Is the agency’s total budget complement reflective 

of the authorized budget complement?

 Is the agency switch funding the position through 

the grant?

 Totals on personnel summary match the dollars 

budgeted on the SPOC form in “Salaries and Fringe.”



Del Position FTE Page in PHRST

 Del Position FTE page:

 Correct Fund Type

 Correct Appropriation

 Correct FTE portion



List of Authorized Positions 

(LAP) Report
 Analysts compare the Personnel Summary to the LAP 

Report to ensure:

 Position Titles are correct

 BP numbers are correct

 Appropriations are correct

 Fund Type is correct



Frequent Personnel Summary 

Issues

 Do not round on the personnel summary 

(should match SPOC form)

 BP numbers listed incorrectly

 Totals do not match the budget section of 

the SPOC form

 Positions do not match PHRST 

 If positions do not match the submission 

will be sent back in FSF

 Please use one of the two personnel 

summary templates from the 

Clearinghouse website.



Example of Notice of Grant Award
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Federal Application/Notice of 

Award

 Include the federal application as part of the 

attachments.

 Agencies should be entering grant information 

into Pre-award before or at the same time of 

completing the federal application.

 If an agency does not have an application, 

please include a note in the comment section 

when submitting and approving the proposal.

 Include the Notice of Award or the Award (if the 

agency has already received it).

 If an agency does not have the Notice of 

Award, please include a note in the comment 

section when submitting and approving the 

proposal.



Send Back Functionality

 All grants that are sent back will go to the Principal 

Investigator, who is responsible for completing the 

required modifications.

 When modifications are completed the Principal 

Investigator will ‘SUBMIT’ the proposal back into grant 

workflow.



Grant Application-Workflow

**If an agency has an indirect cost rate and Salaries and Fringe 

Benefits are budgeted, but indirect costs are not, please provide 

a short explanation as to why the items are not included.**

 The comment  area should be utilized to 

identify the required modifications.



Grant Workflow Review

 Organizations have the ability to review 

proposal approval by accessing the Component 

page within Approval Status History.



Grant Application - Component

 The Component function creates an audit trail of the grant 

workflow approval process.



Withdraws 

 If you know someone in the approval 

process will be leaving, please replace 

with an appropriate person (with 

credentials) prior to submitting the grant 

for approval. 

 If the agency did not receive funding and  

the grant has already begun the approval 

process, leave the proposal in Pre-Award 

and please notify OMB and the FSF Service 

desk of the business unit and SAI number.



Clearinghouse 

Coordinator/Admin Review

 Is the SPOC form generated by FSF?

 Is the grant correctly marked “New,” “Continuous” or 

“Amendment”?

 Is the month to Clearinghouse correct?

 Fill out “Reviewer” and the “Attendance”

 Is the previous SAI number correct?

 Is the title appropriate?

 Is the CFDA number correct?

 Compare title, federal department and add the 

division, is the grant included or excluded in 

Executive Order 12372.

 Does the project description give a brief overview of 

what the funding will accomplish?



 Does the grant period make sense (is the close out 

period supported)?

 Double check number of years of funding

 This is the number of awards received 

 Funding amount from previous year correct?

 State match requirement

 Are audit fees budgeted correctly

 Review Director’s Overview and ensure all sections 

are included

 Review Personnel Summary

 Ensure all attachments are included

Clearinghouse 

Coordinator/Admin Review Cont.



Fiscal and Policy Analyst 

Review 
 The analyst completes a PR as they complete their review, 

which includes:

 Introduction of grant – requesting agency, grant award 

amount, number of years funding, applicable match, 

number of full-time equivalents (FTEs) and identification of 

audit fees and indirect costs.

 Verify positions in PHRST

 Verify Indirect Costs 

 Objectives, overall goal of the grant and any necessary 

additional information.

 Personnel Impact Statement – indicates the title(s) and 

function of new FTEs and changes in personnel from the 

previous year.

 Consistency Statements  - ensure consistency with federal 

and state regulations.

 Recommendations



Amendments

 Amendments will be processed through Post Award. 

 An email should be sent to OMB_Clearinghouse@state.de.us

for all amendments.

 The email should contain a message indicating:

 This is an amendment 

 The FSF SAI number

 The Fiscal Year and Grant Title

 Attachments should include:

 SPOC form with only the amount of the amendment

 Personnel Summary if applicable

 Director’s Overview

 SF 424 application if applicable

 Award notification of additional funding if applicable

mailto:OMB_Clearinghouse@state.de.us


Federal Aid Masters
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FMs

When do I use an FM?

 Establish award

 Award modifications

 Increase in funding

 Decrease in funding

 End date extensions

 Transfer funding

 Sub-awarding funding 
to other agencies 

 Transfers

 Closing award

 Pre-load

What is sufficient back up 
documentation?

 Any federal 
communication 
(email, award notice)

 Communication from 
FSF

Incorrect and incomplete 
submissions will be returned

*Revenue ledger must be 
created for every detail 
ledger

*There should never be a 
dollar amount in the 
revenue ledger



Example of Appropriate Documentation

 This is an example of back up documentation when submitting 
an FM.  The FM should be for the estimated amount or award 
amount.

 If a pre-load has been completed previously, the amount on the 
FM should be the difference between the pre-load and the 
allotment/estimate.



Example of Grant Award
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Example of Notice of Grant Award



Frequent FM Issues

 Does not include all proper back-up 

documentation

 FMs need to filled out correctly or they could be 

sent back for resubmission.

 Incorrect start and end dates

 Incorrect dollar amounts to load

 Incorrect budget reference

 Incorrect appropriations

 Incorrect SAI numbers

 Incorrect CFDA numbers



Loading of Spending Authority

Pre-load

 Agencies may pre-load up to 15% of the previous year’s 
award for continuous grants without documentation.

 Agencies may pre-load up to 50% of the previous year’s 
award for entitlement grants.  Any amount loaded beyond 
the 50% pre-load must be supported by documentation.

30% Threshold

 Agencies who receive an award greater than the amount 
approved by the Clearinghouse Committee, may load up to 
30% above the awarded amount without going back through 
the Clearinghouse.  

 Any amount of a grant beyond the 30% threshold will need to 
go back through Clearinghouse for an Amendment.

 If the agency needs to go back through Clearinghouse for an 
Amendment, the amount must be the new award less the 
original Clearinghouse approved amount.



New Federal Appropriations -

KK002 Form
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New Federal Appropriations -

KK002 Form

 Submit award notice and appropriate supporting 
documentation.

 Supporting documentation needs to include CFDA number.

 Always refer to the FSF website for current forms.

http://extranet.fsf.state.de.us/forms.shtml


When to contact FSF vs. OMB

FSF

 Issues with entering 
information in Pre-Award

 Issues with regenerating 
the SPOC form

 Issues with the SPOC form 
loading correct Budget 
Detail information 
correctly

 Issues with submitting and 
approving proposals in 
grant workflow

 Adding or deleting a role 
on the Resources page

 Systematic issues

 Changing information in 
Post-Award

 Pre-Award grant workflow 
issues

OMB

 Due Dates

 Questions on why a 

proposal was sent back 

and what adjustments 

need to be made

 What specific 

information/attachments 

are required

 Personnel Summary

 Director’s Overview

 FM Questions

 Questions regarding 

Clearinghouse meetings



Questions?

Valorie Luke (302) 672-5115

Valorie.Luke@state.de.us

OMB_Clearinghouse@state.de.us

OMB_FM@state.de.us

www.budget.delaware.gov/clearinghouse

http://www.budget.delaware.gov/clearinghouse

