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Training
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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 | 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

SAl 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

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

@) State of Delaware I W s IR

Delessare. The Official Website of the First State

&

Office of Management and Budget
Home

About Agency

Sections

Public Meeting Calendar

Contact Information

Employment

Related Websites

Services

Information

& Information

Office of Management and Budget
Budget Development,
Planning and Administration

Budget Development, Pianning and Administration

Federal Grants Administration and State Clearinghouse

Pursuant to Delaware Code, Title 29, Chapter 76, the Delaware State Clearinghouse Committee was established
for federal and nonfederal grant coordination. The Committee consists of the following members (or designees):
Chairperson and the Vice Chairperson of the Joint Finance Committee, the Controller General, the Director of the
Office of Management and Budget, the Director of the Delaware Economic Development Office, the Secretary of
Finance and four appointed members of the General Assembly. Read More.

News

Fiscal Year 2015 Report of Federal Funds
The Fiscal Year 2015 Report of Federal Funds has been published. The report represent projects and programs
for which the Delaware State Clearinghouse received and reviewed. Programs reviewed may or may not receive
the requested amount of funding, or may not receive funding at all. The following tables, charts and agency
summaries represent project and programs that have received funding announcements or awards and have
established spending authority within the State's financial tracking system. These amounts do not represent
expenditures made against the grant. Those figures will be captured and reported in the State's Single Audit -
Schedule of Expenditures of Federal Awards (SEFA) report.

*Please note this report only represents State Fiscal Year 2015 (July 1, 2014 - June 30, 2015), and only contains
award information for state agencies.

Services and Information

Agency Grants Clearinghouse Meetings Committee Members
Contact Information Due Dates Forms

Private Grants Related Links SAIl Requests
Training



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

Clearinghouse Website - Training

State Services ‘am

PowerPoint M%&E&?ﬂ.ﬂﬁ!&‘!‘iﬂ.’e I W 5 ftormotin

Presentations . o0ffice of Management and Budget
from training (%)) Budget Development,
Sessions =’ Planning and Administration
. Office of Management and Budget ~ Budget Development, Planning and Administration
Link to
for Job pe - Delaware State Clearinghouse Training
A] d ) Sections Annual Clearinghouse Training 2015

Public Meeting Calendar ‘
FSF Job Aids

Contact Information

Federal Funding Accountability and Transparency Act (FFATA)
Employment

Related Websites + How to Identify FAIN (Federal Award Identification Number) on usaspending.

+ Training Presentation
o Job Aid - Add Awards to Your Worklist

Services

FY 2016 Budget
FY 2017 Budget
Clearinghouse/Grants

Budget System

Information



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

FSF Job Aids

First State Financials (FSF)

Information Communications Service Desk Training Policy Manual ERP Production PHRST Production | 9.1 ERP Upgrade

rants Management

9.1 Funcational Summary Change
9.1 Functional Change Summary | 10/26/2012

GM - General Resources & Reports

GM100 - Grant Pre Award

GM100 UPK Course 06/12/2015
GM100 Training Manual 06/12/2015

GM100 Job Aids

1.0 - Grants Pre Award Checklist 10/12/2015

1.1 - Grants Overview Document Final 01/27/2015
2.1 - Grants Pre-Award 10/12/2015
2.3 - Location 10/10/2012
2.4 - Activities/Budget ID 10/10/2012

2.5 - Resources 05/14/2014

2.6 - Budget Spending Plan 10/10/2012
2.7 - Apply Indirect 10/10/2012
2.10 - SPOC Form 09/09/2014
2.11 - Attachment 10/10/2012
3.0 - Grants Workflow Presentation 01/06/2014
3.1 - Grants Workflow 01/06/2014

3.2 - FSF Workflow Pitfalls and Corrections 10/12/2015

4.1 - Grants Management COPY Proposal 10/10/2012

4.2 - Grants Management COPY Proposal - Date Change Only 10/10/2012




Clearinghouse Website - Forms

Utilize SPOC form {0 State of Delaware E—
(only to be used if the

grant is outside of @ Budget Development,
FSF) =’ Planning and Administration

FM F() rm an d Office of Management and Budget ~ Budget Development, Planning and Administration

Office of Management and Budget

Instructions ,
Y- Clearinghouse Forms
Personnel Summary Sections = =
SAI (State Application Identifier)
tem plate Public Meeting Calendar - SAl Namber

Contact Information

Director’s Overview Emeiosment Single Point of Contact (SPOC) Form

tem plate and Related Websites e SE0C kA

instructions . Federal Aid Master (F)M) Form

Services EME
. vi Form
+ FM Form

Information + Federal Aid Master Form Instructions

Personnel Summary
+ Personnel Summary

Director's Overview

+ Director's Overview




Clearinghouse Website - Calendar and SAl
Requests 17 State of Delaware Q

Office of Management and Budget

@ Budget Development,
Planning and Administration

Office of Management and Budget = Budget Development, Planning and Administration

This is an eight week
process:

Clearinghouse Due Dates

About Agency

Sections

Six weeks for review o w——— Workflow Calendar

p rocess Contact Information Grant Packet Due Workflow Due

Employment
July 1, 2015 August 25, 2015
Related Websites

Two weeks prior to the

Services
September 1, 2015 October 27, 2015

Clearinghouse meeting ‘information ——
the agenda is sent out Jsanuary 26, 2016

January 1, 2016 February 23, 2016

Private grants,
amendments, and
agencies working outside
Of FSF W]u Continue to Kooy SAI (State Application Identifier) Number Request

use OMB issued State

Public Meeting Calendar

Office of Management and Budget

@ Budget Development,
=" Planning and Administration

Office of Management and Budget =~ Budget Development, Planning and Administration

. . (Y o0 Contact Information:
Ap p l] Ca t] O n I d e n t] f] e r Contact Information Primary Contact's Name * Primary Contact's Phone Primary Contact's Email Address
Employment Number * ¥
(SAI ) n u m be rS ° Related Websites

Secondary Contact's Name Secondary Contact's Phone Secondary Contact's Email
Number Address

Services

Information

General Information-:



Clearinghouse Cycle

An agency inputs grant information into Pre-Award and submits for approval
prior to or at the same time of submitting application to federal agency.

Federal Aid Coordinator compiles grant packet and reviews.

Analyst reviews grant packet and completes a preliminary review.

Director reviews completed grant packet including preliminary review.

Department of Technology and Information reviews Business Cases of completed
grant packets for IT related grants.

Agenda is prepared and posted on the Clearinghouse website, statewide calendar,
and distributed to all grant contacts and Committee members.




Clearinghouse Cycle Continued

Delaware State Clearinghouse meeting is held. Required attendance grants are
presented to the committee and voted on. Non-required attendance grants are
voted on.

Federal Aid Coordinator approves grant in Pre-Award.

Clearinghouse admin approves in Workflow. This notification will serve as the
agency’s final letter and will generate final email notification. Final letters are
signed by the Director of OMB and emailed for grants outside of FSF.

Agency receives grant award notification and finalizes grant in Pre-Award
moving to Post-Award.

Agency sends Federal Aid Master (FM) with attached award notification to
OMB FM inbox. Federal Aid Coordinator establishes spending authority in
FSF.




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.



Example of Timeline for
October Grants Cont.

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



Importance of
Deadlines/Turnaround

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.



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 ldentification Number




Maintenance Package Updates

Favgrites Mam Menu > Gra'm_s ) Prop'osais > Mantain Propossl
| Certficabons . Raporis | Atachmants

Version -

CFDA number for program

Authorizing Legisiation

uaamnmm
Hez™s Arsources snd Services Adsvnalrsten

NOTICE OF GRANT AWARD
6. PROJECT PERIOD: Approved Project and AUTHORIZATION (Legislation/Regulation)

FROM: 06012008 THROUGH: 05/31/2014 ). Butigel period dates Public He;]th Service Act, Section 751

7. BUDGET PERIOD: — Public Health Service Acl: Title )Il, Part D, Section 330H ; 42 U.SC. 254¢-8
_FROM‘:_QQ{OHZOH THROUGH: 05312012 N

8. TITLE OF PROJECT (OR PROGRAM): Heallhy Start Initiative-Eliminating Racial/Elhnic Disparities

9. GRANTEE NAME AND ADDRESS: 10. DIRECTOR: (PROGRAM DIRECTOR/PRINCIPAL INVESTIGATOR)

Awardee and Project

Direcior Contast Info




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.

Proposal Projects Budgets Resources Certifications Reports Aftachments

SAI000002156 Version ID:

FY15 ADT Currency:

Project Find | View &1 First K 4071 I3 Las
000000000007500 FY¥15 Animal Disease Traceability (ADT)

Find | View All First K 4074 I Last

Comments:

Subrecipient Find | View Al First I 1011 D Last

Subrecipient:

El |, =

Customize | Find | B | 3 First £ 14074 O Lost

Include in VWorkflow
Research *Employee ID HName Other Role Contact PI Primary Pl Credit% Reporting Role Award Details

Header Eligible

042040 O'Grady Michelle L Principal Investigator
117814 Hirst Heather Lyn Grant Administrator
OMB CLEARINGHOUSE
ADMIN

OMB FEDERAL AID
COORDINATOR

070020 McElrath, Gwen Susan

124200 Luke Valorie Lauren



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

Favgmes Ma‘ln'Menu » Grants » Proposals > Maintain Proposal
Search Menu:

Proposal @ ns | Reports | Attachments
-

Proposal (1 Smart Solutions ' Version ID: V101
[ Document Direct Setup ’
Descripti (') DE Applcation Component: Currency: UsD
{3 Suppler Contracts [ Delaware Updates & Processes 4 T
1 Customers (' Delaware Reports ~ ARBi \
- 1 AR/Bilin
R 1 Customer Contracts ’ - d ) "
Title: & \ [ GL & Commitment Control » B
ems ;
Long Dt yon , [rasive ber ] Grants & Contracts
endors - . i ] Rpts A-F b
3 Procurement Contracts 4 [:1 Project Costing 3 RptsG-L b
*Contact | B3 Purchas ) BL [ ePro/Purchasing p
urchasing = [ RptsMS
*Sponsor (] eProcurement » CULTURE £ Rots T2 [F] spocForm
(1 Services Procurement ’ f E| Single Audit Report for Grants
Pre-Awar [ Grants r Submit Status: Not supmmed
- j . SPOC Form
Purpose: [:' P:rc)JectCostmg , Generate Status: Not Generated
(1 Biling
=i .
Proposal [ Accounts Receivable ' = In Approval Process Run Control ID:  SPOCFORM ReportWanager  Pracess Monitor | Run
F »
) [:' Accourﬁts Payable Language; English
Confider [ Commitment Control ' Facilities & Admin Requested
(23 Set Up Financials/Supply Chain ’ Report Request Parameters
CFDA: @8 Enterprise Components ) Foreign Application/Component
N ‘Business Unit 35000
£ Reporting Tooks a8 NIH Modular Grant Q
DUeBY " 2y peopleToos p lon *ProposalID [EAID00000531 Q
D Change My Password Years funded
. E] My Personalizations .
Start Dat D My Dictonary 02/26/2015 No. Periods: prwioussm"o| Q,

Fed funding last year: O .ﬂ.lm|
BLEIE | PHS Incomes =

Match required: O Amt matched last yr |



SPOC Form

STATE OF DELAWARE
SIMNGLE PFPOINT OF CONTACT - SPOC
INTERGOVERNMENTAL REVIEW OF FEDERAL PROGRAMS
Office of Manageamsant and Budgsat
Haslet Bulding, 3rd Floor, Dowver, Delaware 15501
(302 T35-4206

Piziase il out e areas

Proposal Type:

CHNT

stration:
Yes Segue Lty

Migrant Educaton Program Consortium Imcentive

a 5. Applicant Division [ APL:

&. Program Contact Person: is. 7. Program Contact Email:

B: Financial Contact Pers.on: Luke, Vakorie 8. Financial Contact Email:

10: Federal Grant Department: DEFT OF EDUCA

11. Federal Program Title: nt Son _ 12. Federal Catalog Mo (CFDA)

13. Project Description:
i ption FProwide additional resources for migrant studenits.

14, Grant Period [(MM/DDIYY YT 15 H arny has thi
riod { FH20M3 to 124302014 mjeg"be";n it

16. i the project was funded last year, how much federal money was 17. ks there a state match requirement? [YN) N
awarded?

i yes, what amount of state money was contributed last
year?®

18. Budget by cost category and source: Federal Funds: State Funds TOTAL FUNDS

1

120,000 Appr - 40214 0.00

Salaries & Fringe Benefits

Fersennel or Contractual Services

Traneed

g 8 8 8 8 8 8 & 8
S 8 & & & 8 8 & 8




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

Utilize the “SPOC Form Required” cheat sheet to tell if
a new SPOC form needs to be regenerated after

changing information

Issues with entering information in Pre-
award
e Incorrect Due By Date Organization is responsible for updating the Due Yes
going to Clearinghouse

e Missing Allow Multiple PI Organization must ensure the Multiple Pl field
has been checked. This will enable grant
delivered workflow will function properly

e Proposal Type System defaults to New, organization should
identify the proper proposal type.
Example: Continuation, Renewal

e Grant Title Organization must identify the state fiscal year
in the title of the proposal



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

WORKFLOW PERSONNEL SUMMARY EXAMPLE

For FTEs, Salary, and Fringe - only list the portion of the position that will be working on this grant only

PERSONNEL SUMMARY FTEs SALARY FRINGE
BP NUMBER POSITIONTITLE |PAYGRADE| SALARY GF ASF NSF GF ASF MNSF GF ASF MSF
appropriation number and corresponding department if not applicant 00137 09120/10-03-01 40801

101 Adminl 9| 529,384.00 0.10 0.10 0.80] 5 2,938.40 |5 293840 |5 23507.20 |5 2,023.87 | S  2,023.87 | 5 16,190.97
102 Admin I 9| 529,384.00 0.10 0105 293840 | 5 - 5 2938405 2,023.87 |5 - 5 2,023.87
103 Manager | 16| 547,184.00 0.10 0.90 5 471840 |5 42465.60 | 5 - 5 2,559.29 |5 23,033.65 |5 -
104 Manager | 16| 547,184.00 0.10 0455 471840 | 5 - 5 21,232.80 |5  2,559.29 | 5 - 5 11,516.83
105 Chemist | 15| 544,094.00 1.00 5 44,094.00 | 5 - 5 - 5 2466348 |5 - 5 -
106 Admin Specialist Il 11| $33,638.00 1.00 5 33,638.00|5 - 5 - 5 21518315 - 5 -
107 Engineer |l 18| 567,521.00 1.00 5 - 5 67,5200 |5 - 5 - 5 31,710.32 | 5 -
108 Chemist I 16| 547,184.00 0.10 0105 471840 | 5 - 5 4718405 2,559.29 |5 - 5 2,559.29
109 Biologist 18| 554,017.00 0.50 0.50) 5 27,008.50 | 5 - 5 2700850 |5 13,824.16 | 5 - 5 13,824.16
110 Admin Specialist Il 10{ 531,440.00 0.30| 5 - 5 - 5 9432005 - 5 - 5 6,257.15
111 Technician [l 12| $35,994.00 0.30 5 10,798.20 | 5 - 5 - 5 6668105 - 5 -
112 Sr. Accountant 13| 535,994.00 0.30 5 - 5 10,798.20 | 5 - 5 - 5 6,668.10 |5 -

Sub-total Full Time Employees 3.30 2.30 2.25) 5 135570.70 | 5 123,723.20 | § 88,837.30 | 5 78,399.67 [ § 63,435.94 | § 52,372.26
ofs Admin I 529,384.00 5 14,692.00 5 1,383.99
ofs Chemist | 544,034.00 5 22,047.00 5  2,076.83

Sub-total cfs 5 = § 22,047.00 | 5 14,692.00 | 5 = § 207683 |5 1,383.99

Total positions 3.30 2.30 2.25) 5 135,570.70 | 5 145,770.20 | § 103,529.30 | 5 78,399.67 | § 65,512.77 | § 53,756.25




Personnel Summary - Example 2

WORKFLOW PERSONNEL SUMMARY EXAMPLE

For FTEs, Salary, and Fringe - only list the portion of the position that will be working on this grant only

PERSOMNMEL SUMMARY FTEs SALARY
BP NUMBER POSITION TITLE PAYGRADE SALARY GF ASF MSF GF ASF MSF
appropriation number and corresponding department if not applicant 00137 09120/10-03-01 40801

101 Admin 1l 9| 529,384.00 0. 10 0.10 0.80| & 2,938.40 | & 2,938.40 | & 23,507.20
102 Admin 1 9| 5$29,384.00 0. 10 0.10| & 2,938.40 | S - 5 2,938.40
103 Manager | 16| 547,184.00 0. 10 0.90 5 4,718.40 | S 42,465.60 | 5 -
104 Manager | 16| $47,184.00 0,10 0.45) s 4,718.40 | S - S 21,232.80
105 Chemist | 15| 544,094.00 1.00 5 44,094.00 | 5 - 5 -
106 Admin Specialist 11 11| 533,638.00 1.00 5 33,638.00 | & - 5 -
107 Engineer Il 18| 567,521.00 1.00 5 - 5 67,521.00 | 5 -
108 Chemist Il 16| 547,184.00 0. 10 0.10| & 4,718.40 | S - 5 4,718.40
109 Biologist 18| 554,017.00 0.50 0.50| S 27,008.50 | S - S 27,008.50
110 Admin Specialist 1l 10| $31,440.00 0.30| s - 5 - S 9,432.00
111 Technician 1l 12| $35,994.00 0.30 5 10,798.20 | & - S -
112 Sr. Accountant 13| 535,994.00 0.320 5 - 5 10,798.20 | 5 -

Sub-total Full Time Employees 3.30 2.30 225§ 135,570.70 | $ 123,723.20 | 5 88,837.30
cfs Admin Il 529,334.00 5 14,692.00
cfs Chemist | 544,094.00 5 22,047.00

Sub-total cfs 5 = 5 22,047.00 | § 14,692.00

Total Fringe 5 78,399.67 | S 65,512.77 | 5 53,756.25

Total positions 3.30 2.30 225§ 213,970.37 | § 211,282.97 | $ 157,28555




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

PHRST-PD 9.1

Favgr'rtes' MainTMenu » Organizational Development >  Position Management »  Maintain Positions/Budgets »  Add/Update Position Info

Specific Information Budget and Incumbents | Positi Del Posn Fte Wk Del Posn Data




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
PHRST-PD 91

Favn'r'rtes | Main'Menu > DE Application Components » Delaware Reports > Human Resource Reports > Rpts G-L » LAP by Dept w/text

Etate of Delaware

Report ID: POS003 List of Ruthorized Positions= by Department Report Page No.
Fun Date O
A=z Of Date: 09/29/1% Fun Time O

Department 010101001 Legis/Gensral Assembly/House

POESEITIOCHN INCUMBENT

Job Code Pos No. Fund FTE Date EmplId Job Etd ) Eal Empl
BG Title Type Appr SFTE ACL Auth Incumbent Name Red Code orD Hra ! tate Pln/Grd/Stp Class




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

tp://www.grants.gov/search-grants.htmi?fundingt O ~ B & X || /=2 OME Intranet | B Federal Funding Accountabilit... ‘ B Search Grants | GRANTS.GOV | B Search Grants | GRANTS.GOV ‘ ‘

HCME ABOUT SEARCH GRANTS APPLICANTS GRANTORS SYSTEM-TO-SYSTEM FORMS OUTREACH SUPPORT

GRANTS.GOV ) Sesarch Grants

£

VIEW GRANT OPPORTUNITY

USD USDA-NIFA-SCRI-004559 « Back | Link
s Specialty Crop Research Initiative/Citrus Disease Research and Extension

_ Department of Agriculture

National Institute of Food and Agriculture

SYNOPSIS DETAILS VERSION HISTORY RELATED DOCUMENTS APPLICATION PACKAGE

Print Synopsis Details

The synopsis for this grant opportunity is detailed below, following this paragraph. This synopsis contains all of the updates to this document that have been posted as of 4/1/2015. If updates have been made o
the opportunity synopsis, update information is provided below the synopsis.

If you would like to receive notifications of changes to the grant opportunity click send me change notification emails. The only thing you need to provide for this service is your email address. Mo other information
is requested.

Any inconsistency between the original printed document and the disk or electronic document shall be resolved by giving precedence to the printed document.

—General Information

Document Type: Grants Motice Posted Date: Apr 1, 2015
Funding Opportunity Number: USDA-NIFA-SCRI-004555 Creation Date: Apr1, 2015
Funding Opportunity Title: Specialty Crop Ressarch Initiative/Citrus Disease Original Closing Date for Applications: Aug 14, 2015 Complete, pre-applications must be
Research and Extension received by 5:00 pm Eastern Time on June 1, 2015.
i i Complete, invited full applications must be received by
Opportunity Category: Mandatory 5:00 p.m. Eastern Time on August 14, 2015.
Funding Instrument Type: Grant Current Closing Date for Applications: Aug 14, 2015 Complete, pre-applications must be

received by 5:00 pm Eastern Time on June 1, 2015.

Category of Funding Activity: Agriculture Complete, invited full applications must be received by

Category Explanation: 5:00 p.m. Eastern Time on August 14, 2015,
Expected Number of Awards: Archive Date: Sep 13, 2015
CFDA Number(s): 10.309 — Specialty Crop Research Initiative Estimated Total Program Funding: §23,000,000
Cost Sharing or Matching Requirement: Yes Award Ceiling:

Award Floor:




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.

Froposal Erojects Budgets Eesources Cedifications Repors Compaonet

Proposal ID:; Saloooonng 27 Version ID: Y102
Description: FPREP Grant FY10-Fy14
Proposal Project

Find | Wiew & First BN 4 of 4 L3 [ast

Project ID; Title: Fersonal Responshility Education Progrsag

Component Detail customize [Find | B8 | 3 Fiet B qorn oo Lax
Companernt Infa Approval Info

Component Status Status Date Required Flag Stakeholders

CLEARINGHOUSER] Approved 11408/2010 Stakeholders




Grant Application-Workflow

The comment area should be utilized to
identify the required modifications.

**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.**



Grant Workflow Review

Organizations have the ability to review
proposal approval by accessing the Component
page within Approval Status History.

Budgets Resources ertifications Reports Attachments Component
Proposal ID: SAI000001343 Version ID:
Description: Drug Court MG
Proposal Project Find | View & First B 1 of 4 13 [ast
Project ID: Title: Fv 2014 Drug Court NCC
~ Submit |
Component Detail Customize | Finel | B | % First £ 4 of 1 1 Lact
Catnpanent Infa

Component Approval Status History Submit Comment

CLEARIMGHOL EiE@ Approval Hierarchy Approval StatusiHistony [ Suhb I'r'll

Go To: Location Componen Setup Leve LEyinrd s Gender & Minarity Study Aftributes




Grant Application - Component

The Component function creates an audit trail of the grant
workflow approval process.

ponent Approval History

Routing

1 Qriginator

Frincipal
Imvestigator

OMB Federal Aid
Coordinatar

omB
4 Clearinghouse
Admin

Frincipal
Investigatar

Frincipal
Imvestigator

OMB Federal Aid
Coordinatar

B
g Clearinghouse
Admin

Oepartment
Figeal Contact

Raoe,Cheryal A

Prettyrman Ralph
Williarm

Austin Terry Ann

Garritson,Debarah k
Prettyman Ralph
Williarm

Prettyrman Ralph
Williamm

Austin Terry Ann

Garritson, Deborah K

Roe,Cheryal A

Required

Pool
List

Workitem

Hotification

Subrmitted

Appraved

Approved

Send Back

Submitted

Appraved

Approved

Approved

Approved

DateTime
Stamp

nar21r2ma3
9331 4AM

nar21r20ma3
935 16AM

082102013
S46:11AM

0ar2142013
B:47:19AM

0ar212ma3
04821 AM
narz1r2oma3
9491 4AM

082102013
10:04:36AM

0ar21r20$13
10:08:1 2AM

0ar212ma3
10:06:12AM

ize | Firg | B

Comment

2013-08-21-09.3516.000000;  Mew workflow
wfthy ool aeo kT oy

2013-08-21-09.46.11.000000:
reviewed and approved

| have

2013-08-21-09.47.19.000000: Update due
date to 10/ 52013

2013-08-21-09.49.14.000000: Applied new
due by date 10014852013 for testing.

2013-08-21-10.04.36.000000: Approved

2013-08-21-10.06.18.000000: Final Approval
with send hack due to update to due by field




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 SAl 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 SAl humber 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?



Clearinghouse
Coordinator/Admin Review Cont.

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



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
for all amendments.

The email should contain a message indicating:
This is an amendment
The FSF SAl 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

STATE OF DELAWARE
Federal Aid Master (FM)

*Date:  3/29/2011 *Name of Requester: John Doe Phone#: 672-5115
*0Organization: OMB\Budget Development & Planning ‘DeptID: 100205 “Requester’'s email: john.doe@state de.us

*Submit form to: Source of Funding Amount ($s and ¢s) Increase/Decrease
State of Delaw are Federal Funds 1.000.00 Select from list
FEDERAL AID MANAGEMENT -
Office of Management and Budget Carry Over Select from list
Single Point of Contact (SPOC) Projectincome Select from list
Haslet Armory, Dover, Delaware SLC D570E TOTAL 1,000.00 Select from list
(302) 7394206

*State Application Identifier (SAl) *Project Title *CFDA # *R/D Indicater
-03-29-01 Grants for Example 10.205 [ ves [ No

GR_GROUP (Federal Parent)
*Action | *Bud Ref *Fund *Approp *Bud Acct Begin Date End Date Amount

E 2011 225 49995 5010 10/1/2010 12/30/2011 1.000.00
GR_DETAIL (Federal Child)
*Action | "‘BudRef | *Fund | *DeptID | *Approp | *Bud Acct *Project ID Begin Date End Date Amount

E 2011 100205 49995 5010 10/01/2010 12/30M11 900.00

E 2011 100206 49995 5010 11/01/2010 09/30/11 100.00
GR_G_REV (Revenue
“Action | “Bud Ref ‘DeptID | “Approp | *Bud Acct “Project ID Begin Date End Date

E 2011 100205 49995 4000 10/01/2010 12/30M11

E 2011 100206 49995 4000 11/01/2010 09/30/11

ACTION CODES EXPLANATION: Establish Grants for Example; Establish subgrant to 10-0206
E — add a new appropriation
M — modify appropriation amount‘end date

OFFICE USE ONLY

Prepared By: John Doe Date: 03/29/11 Approved By: /—,_——_Eale:

OMB USE ONLY
Entered in System By: Date: Record Journal 1D #:




FMs

When do | 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.

FY 2016 MANDATORY STATE/FORMULA GRANTS'
(Dollars in Thousands)

CFDA No/Program Name: 93.778 Medical Assistance Program

FY 2014 FY 2015 FY 2016 Difference +/-
State/Territory Actual Estimate Estimate 2015

$3,746,154 | $3,699,871 $4,099,689 $399,819

,
$3,558,739

$4,042,497 $4,691,922 $649,425
4,093,240 951,810 3,989,186 $37,376

[ Delaware | $1,083,615 |  $977,074 073




Example of Grant Award

o SV,

<E CHITBREN & FAMILES

il"‘ﬂu

370 L'enfant Promenade, SW., Washingion DC 20447 www.acf.hhs.gov

February 235, 2015

Dept. of Services for Children
Youth and their Families

Delaware Youth and Family Center
1825 Faulkland Road

Wilmington, DE 19805

Re: MNotice of Grant Award - FY 2015
Dear Grantee:

The grant award listed below is available for obligation beginning 10/01/2014 and ending 09/30/2016 in accordance
with your approved application under the Child Welfare Social Service program of Title IV-B, Subpart 1, of the
Social Security Act. The grantee must liquidate all obligations incurred under this award and file the final financial
report claiming these expenditures no later than 90 days after the end of the funding period.

Appropriation CAN Allotment This Action Cumulative
75-5-1536 2015G998000 798,401 174,340 373,940

EIN: 1-516000279-23 Fiscal Year: 2015
Document Number: G-1501DECWSS CFDA#:  93.645




Example of Notice of Grant Award

ADMINISTRATION FOR CHILDREN AND FAMILIES

State Table - Temporary Assistance for Needy Families
FY 201§ Formula Grants

CFDA #

STATE/TERRITORY

FY 2013
Actual

FY 2014
Enacted

FY 2015
Estimate

Difference
from FY 2014
Enacted

Alabama
Alaska
Arizona
Arkansas
California

Colorado
Connecticut

93,315,207
45,200,334
200,141,299
56,732,858
3,659,356,587

136,056,690
266,788,107

93,315,207
43,260,334
200,141,299
56,732,838
3,657,747,495

136,056,690
206,788,107

93,315,207
45,260,334
200,141,299
56,732,858
3.657,747,495

136,056,690
266,788,107

A are

32,290,981

32,290,981

32,290,981

93.558




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 -
KKOO2 Form

ccoum?ns STATE OF DELAWARE
New Appropriation Chart Field Set Up Questionnaire

*Required fields
*Date: *Name of Requestor: *Phone #:

*Organization: *Requestor email:
*Appropriation Type:  Select from list

*New/Changed Appropriation will be used for Payroll: Select Yes or No
*New/Changed Appropriation will be used for Flex Credits:  Select Yes or No

PLEASE FILL OUT ONE FORM PER APPROPRIATION REQUEST
For all appropriation Types:

*DEPTID: Description/Name of Appropriation Chart Field:

Appropriation End Date:

. Is this an interest bearing appropriation?
If yes, provide name/description:
The Division of Accounting staff will assign an appropriation number.

**See NOTE: Requests for Interest Bearing Appropriations: (page 2).
5. Does this grant have revolving funds? If yes, an NSF is heeded.

6. Does this grant have program income?
If yes, provide name/description:
The Division of Accounting staff will assign an appropriation number.

. Will there be a sub-grant to other Organizations (State and non-State)?




New Federal Appropriations -
KKOO2 Form

For Appropriation Type 40 (Federal Grant), Ledger Group GR_GROUP:
Please coordinate requests for new Type 40 appropriations with OMB’s Single Point of Contact (SPOC).

1. Is this an existing continuing grant? [Jyes [[INo
If yes, it will use the same current appropriation number with a new Budget Reference [Fiscal Year].

2. |s this a new grant? [Jyes [INo
3. Is this for a “POOL" grant appropriation? [Jyes [INo

Form # KK002 Page 2 of 3 Revised 05/27/2015

APPROVALS

Organization: __

SIGNATURE TITLE DATE
Budget Office:

SIGNATURE TITLE DATE
Accounting:

SIGNATURE TITLE CATE

Submit award notice and appropriate supporting
documentation.

Supporting documentation needs to include CFDA number.

Always refer to the for current forms.


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

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

When to contact FSF vs. OMB

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

