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Stephanie DeWolfe, City Managec:/. 
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ITEM NO, __ 

SUBJECT: Appro"al of Grants Management Plan for Fiscal Year 2019-2020 

Rttommendation 
[t is recommended thaI the City Council: 

I. Approve the Granls Management Plan (Plan) for fiscal year (FY) 2019-20: 
2. Adop! the Grants Policies and Procedures Manual (Manual); and 
3. Aulhorile lhe Cily Manager 10 sign relevant documents for the grants identified in the 

Plan 

Commission RHiew and R~ommendation 
This matter was n01 reviewed by a Commission. 

Executin Summary 
The purpose of an annual Plan is 10 loy the groundwork for upcoming funding opportunities 
strategically. Developing a Plan helps align resources to ensure that the City is maximizing the 
amount of grdl'lt dollars for the most eompet ith'c projects. There are se\'er,d considerations staff 
took into account when deciding whether or not to submi t ~ grant ~pplieat ion including: 

I. Project Eligibility: whelher or not the Cily is a match for the goals oflhe program: 
2. Funding Match: whetllcr or nOI the funding match requirl'mcnts may be too great to 

justify the gr~nt (i.e. $1 million match for a $20,000 granl): 
3. Staff Time: whether the application and/or administnl1ive process may be too labor 

intensive and outweighs the value of the gran t; and 
4. City Priorities: whether or nOI proje(:IS funded are priorities of the City. and if not. will 

they pull limited resources away from higher priority projects. 

Because the City does not have the resources to apply for all available grants. particularly wilen 
applications are due concurrently, a crilical analysis of grant opportunities for the coming year 
will allow staff to focus their time on those thm beS1 align with city priorities and offer the 
greatest relurn on inves1ment. As part of the Plan. staff identified priority projects laid out in lhe 
budget, Capital Improvement Plan (ClP). and Strategic Plan, and determined if any of thofoC 
project costs could be offset with potential grant funding. The list of gmnts identified in the Plan 
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is nO! intended to be ellhausllve since new funding opportunities may beoome available an"r the 
pl~n has been adopted, The process o f evaluating grantS that are a good lit for the City will 
evolve as opportunities unfold. The goal is to be delibenllc about tile grants for which the City 
will -and won't- app[)', 

Oiscuss ionl Analysis 
The Plan weighs slOfT time. propos:.l complc.~ity. quali fying and/or disquali fying factors. match 
requirements. consistency with the Strnlegic l'bn and/or CIP. and potential partners. There werc 
sevcrnl factors that wcrc considerL'"lI when drafting the Grants ~'l nnagcmcnt Plan including: 

I. Eligibility 
2. Funding 
J. City Resources 
4 , Priority ProjCCts 

~~;;;;d;", whcther or not to apply for a grunt the Ci ty must detcmline its eligibility. A 
critical factor t consider when dctcnnining eligibility for a gmnt is tm: City's competilive!l!.'SS so 
that a highly rankcd application is submittcd, For example, the state recentl)' released a notice of 
funding for Prop 68- State of Cali fomi a Parks nnd Wnter Bond 2018. This compelitive program 
will creatc new parks and new recreation opportunities across California. The program is both 
for the acquisition and development of public land. and is consistcnt with thc City's Strategic 
I' lan Goal 4: Action It<'m 4: Fimlli:e c(JIlcepllw/ plan"~ and br~ak grmmllol1 Berk.rlrirl' pocket 
p<lrk projCCI. The City meets all eligibility requirements lor this grant. however upon evaluating 
the grunts scoring rubric. 55% of the tota[ application will be OOS(.'(\ on poveny rutes and 
underscrved communilics. Thus. the maximum amount of points Ihc City would receivc for this 
fu nding opponunily would be 45%. making it a poor strntegie choicc when allocating smfTtime. 

lyres o f Funding 
There an: four main types of gmnt funding sources available induding Fedcml. State. Local. and 
l'rivate, The funds are funher brokcn into lWO high ICI'e[ categories: competiti I'e and non­
compctitil'1.', Some funds arc one time monies and others are recurring funds that the City expects 
annually and can incorporntc into its budget. The City is currently receivinG funds from allt)·pes 
of grant funding sources, both compelitive and non-competitive funds. as well as one time and 
ongoing funds. The complexity of application and administration is dependcm on every program. 
Applying to diITcrcnt types of funding agencies requires varying amounts of elTon. For cxample, 
Federal and SUlte proposals are more oomplex and require greater time demands- sometimes 
even several months of work and col laboration across depanmcnls to prepijre- as a grant writer 
cannot soldy re[y on boilerplate language for these typc5 of proposals. A[so. applying for a 
continuation gram (such as a local grants or per capita grant) usuaJly takes less time than set:king 
a new and competitive grant award. 

The type of funding also infornls the amount oftinl(: it takes to administer the gmnt. A federal 
gram requires the Ci ly to identify a new fund account for the projcct. reporting any interest 
incomc from the project. federal procurement compliance. and stringent disposi tion guidelines 
for real propcny. A matching gmm requires that costs be shared either on a dollar for dollar 
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basis, through an in-kind contribution (e.g. space. personnc1 scrvices. etc.) or through a 
pereentage contribution. Leveragcd resourees are uscd b), thc Cit)' to suppon the grant activities 
and outcomes which ma)' includc other local funds used in coordination with the awarded grdnt. 
Whcn devc10ping the Plan there was a high level cost benclit anal)'sis conducted to detenninc 
where the City's dollars would be bestleveragcd ifthc grant was awarded. For iIlS\3l1ce. then: 
ma), be a grant that requires a 10% match and allows for up 10 $100.000 ill funding. and there 
ma), be a granl thai requires a dollar for dollar match and 8 maximum of$20.ooo ill funding. The 
first project would potentially extcnd thc City's dol lars much greatcr than the second grJnt. 

City Resources 
A successful gralll app licmion requin:s input and collaborJtion from administrators, stafT 
members. community groups. and at times local and regional partners. In order to coordinate 
\\;th the varying stakeholder groups it is crucial th3tlhe applicable stafT plan ahead in order to 
makc time for the technical components required in a grant application (e.g. letters ofsuppon. 
MOUs. etc.). In smal I cities like South Pasadcna grant adminiSlrators typically "'car mallY hats 
and oftcn prepan: the grant applications and also manage the ongoing administralion of awarded 
funds. This reduces Ihe number of want submillals than one can realislicall), cxpect to suhmit. 
By outlining the upcoming grants nOi only can Ihe grant adminislr:Jtor map out their annual 
workload. but they call do so in partnership with Ihe appropriate dcpanments to elL~ure they arc 
rcceiving the adl""quate amount ofteehnical suppon needed to apply for the groU1l. This wiJ1ulso 
help to track Ihe number of applications due or submitted. the number of grants awarded or 
aJ!ocated and the number ofrepons due. 

Priority Projecls 
Us ing the Strategic Plan and the CIP to guide the grant opponunities Ihe Cily will pursue, helps 
10 move priority projcets forward and fulfill larger strategic goals while leveraging extcrnal 
resources. This also reduces the risk Ihat Ihe City's staK--d goals will he missed since staO' and 
grant resources will be eom:etly aligned with the City's priorities. A gr~nt application that is 
included in Ihe Plan has a much stronger chance of n:cciving funding becausc grJming agencies 
understllnd that Ihe City has identified a nc ... --d and is prepared to execute the projcct once 
awarded. It also o\'oids the City applying for a grant that may seem enticing hut may not be spent 
in thc appropriatc time or manner due to lack of slafT and rcsources. 

Grants Life Cvele 
Therc are scvcral components in the lifc cycle of a successful grant including: 

I. lntent- Some funding agencies request leners ofintcnt before allowing an applicant to 
submit an application. The leller of intent is one oflhc most useful tools in applying to a 
grant because the applicant alld awarding agency can see if the partnership will be a good 
fit. They evaluate whether the proj<.-ct would be compelitivc. \\hethcr there are any 
disqu.1lifying factors. or ifa shift in the applie3lion's focus would be beneficial. For 
instancc, if the Cily is suhmining a lener of intent to fund sidewalk n:pairs. the funding 
agency. through the letter of intent. can indicate to thc applicant the focus arcas Ih31 make 
the proposal competitivc. By creating a Plan. Ihe City can suhmit an informal letter of 
intent in a timely manner to all funding agencics and dClcmline if the proposed project 
will be a good fit before mOI'ing forward. Altcrnatively, it allows the City to further 
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reline the project and resubmil a new leller of iment wilh feedback from thc funding 
agency. 

2. Application- A gram application can range anywhere from a one page proposal (ol)cn 
private funders) to a fifty page proposal or longer. Typically. lechnical applications such 
as environmental projects and public works projects are eloser to Ihirty page proposals. 
Funding agencies arc more frequenlly adopting a paperless approach and ollen are using 
new tl'Chnology to make the process easier but with new technology comes a training 
component. It is critical thaI stalTallend workshops for granting agencies bc\:ause of 
these technological changes as well as 10 stay abreast of new requirements. 

3. Award- The award of a grant can be conditional on an approved budget. or on match 
funds. Many of the grant awards require the City to allend a kick-<JIT ml'Cting where 
awardees are provided a detailed explanation of 011 the items necessary to successfully 
~dminister the grdn!. Many awards require approval from the City Council in which they 
agree to the conditions set fonh in the agreement. 

4. Administration-Proper administration requires coordination among slafT who will 
implement the project. manage finaneials and legal aspcCIS orthe grant award. All 
deliverables and expenses must be regularly monitored. Early on. staIT must be aware if 
Ihe project is behind or ahead of seheduk or if the grant funds are insufficient for the 
work. If cireumstances ch~nge. swlTmay nC<.-d to work closely with the funder 10 adjust 
Ihe schedule or budge!. Also. key stakeholders beyolld the grantec may need to be 
informed of the progress of the work on a regular basis. Overall. continuously 
monitoring and gathering infom13lion and data for reponing purposes are nil esscntialto 
successful grant administr~tion. 

5. Timely Usc of Funds- Most grantS do not extend beyond a three year term for various 
reasons. A three year term is 3 reasonable amount of time to expend current year 
appropriations consis\em ,· .. ith Federal grant requirements. If any agency th31 awards a 
grant in 2010 is sti ll being requin.""<i to traek those dollars in 2017. not only is it 
administratively difficult as the funding source may no longer be in existence. but il also 
makes Ihe awardee seem less responsible of their grant dollars and therefore less likely to 
rc<:ei\"e fund ing in the future. It is dillicultto make the argument that an organization 
needs funding ifit cannol expend their current grant dollars. 

6. Closeout- The closeout of a grant means that the grant temlS have been eomplctcd. and 
the project or service requirements ha"e been met. 

7. Audil- Following the eloSC{)ut of a grant. funding agencies arc required to audit their 
award recipient when it comes to federal and state dollars. While some of those audits are 
mainly desk reviews. meaning the auditor reviews paperwork submil1~-d by the funding 
recipient. Ihere are other projccls Ihat arc on-site and more intensive. such as the annual 
Los Angeles County Metro aud it for non-competitive dollars. The scope of audits arc 
dependent on the amount offunds 3 City receives as well as the souree (Federal. State. 
Local. or private). 

Crealing a Plan a llows City SlalTto consider all the faclOrs required in pre-and post-award 
administration before emering imo any future agreements and adequately m3J13gc resourees. 
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Nex t Sleps 
I. SlAfTwill submit the applications on the annual grants managemcnt plan: and 
2. SllIfTwill provide an annual status repon on grant awards. 

8ackground 
The Cily recci"es funds annually in which the reeipienl (Cily) is lreated like a vendor in some 
cases and as a sul>-recipient in other cases. When receiving funds as a sul>-rt:cipient the Funding 
agency must make sure the City is in compliance with all applicable terms and CQnditions of the 
award. and that project costs incurred are reasonable and allowable. When receiving funds as a 
contractor. the Cit)' is not typically bound to the full sct of sponsor terms and conditions. and is 
subjeclto compelitive bidding procurement practices. to assure funds that are paid do not exceed 
fair market vahle. Since the City receives many of its non-general funds monies as a sub­
recipient it is bound to program guidelincs. allowable costs. and audits (OMI] SL"Ction 200.330 
Sub-Recipient and Contractor Determinations). 

Onc of the largest sources of non-gene nIl fund revenues for the City is lhrough local return 
funds. Local Return programs col1e<:t a ponion of sales tax for a sr<-'(;i/ie purpose. Local RelUm 
funds are allocated on a "per capita" basis and eligible expendilUrcs for these programs are 
outlined in eacb ofthc respectivc programs guidebook appro,'ed by the board. The City receives 
money from the following local returns through Metro: 
Proposition A: Approved in 1980 
Proposition C: Approved in 2006 
Measure R; Approved in 2009 

Mostrl."Ccntly the County voted on severnl new Measures including: 
Measure 1\1: Approved in 2017 
Measure W: Approved in 2018 

Through the State the Cit)" receives annual funding through the following: 
Senate 8ill 1: Road Maintenance and Rehabilitation Account (RMRA) 
COl'S 
PS,\F 172 

Through the Feds the Cily reeeivcs: 
Housing and Urban Dc"elopmenl (I'IUD): Community Development Block Grant Funds 

Administering the local relllm projects constitutes the workload of one full-time stafT pcn;on. 
Currently, these programs are administered by various depanments in varying degrees of efT on. 
As the City continues to receive new sources of funding. centralizing the administration of th~"SC 
programs will be crucial to their success. One of the largest steps the Cily has taken to centralize 
its funding sources has been through the Cil'. The I' lan allows stafTto identify all the funding 
sources for upcoming years and detennine the amount of general fund dollars that arc being 
ofTsct by other funding sources and allocates those funds in futun: years. The largest gap which 
the grants management plan Hllempts to address as well is Ihe education of all staff on grant 
fundinl,\ regulations and guidelines in order to beSt ndminister and manage funds. Ideally. the day 
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to day reporting, and programming of the funds should be housed in thei r resp<X:tivc depm1mcms 
and each department should be awart: of compliance. allowable costs. and program rcquill'mcllts. 
O"er the ncxt year, stafTwill devclop u list to include u summary of non-general fund monies and 
thei r allowable uses to cnsure understanding of funds and will be added as an appendix item. 

Lcg,,1 Rc\';Cw 
The City Anomey has not reviewed this item. 

FisCH11mllilct 
The fiscal impact of gram funds to the City is substantial. The City receives over $2 million 
dollars lInnuall y in local return funds. and an averdge of $ I mill ion annually in compelitive 
fu nds . This supplements approx inlatdy $3 million dollars from the general fund. 

Em'ironmenta l Anal}'~ is 

This item is exempt from any California En\'ironmental Quality Act (CEQA) analysis 

Publie Nutiriealion of Agcnda Item 
The public was made aware that this item was to be considered this evening by virtue of its 
inclusion on the legally publicly noticed agenda. posting oftlH: same agenda Dnd reports on the 
City'S website and/or notice in the South Pilsadem/ ReI'i('w and/or the I'lLmdlfna Slllr-News. 

A1!achmcnts: 
I. Grants Management Plan FY 2019-20 
2. Grants Policies and Procedures Manual 
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I am pleased to present the City of South Pasadena's first plan for Grants Management. 

This plan intends to reflect the City's commitment to responsible stewardship of grant 
funds to help achieve the City's strategic goals. offset general fund dollars when 
possible and limit the risk of having to unexpectedly spend its own funds to support a 
grant. The goals outlined in the plan direct ly correspond to the City's Strategic Plan and 
Capital Improvement Plan to help focus efforts where possible. It also includes grants 
policies and procedures that meet federal guidelines (the most st rict) and give staff the 
tools necessary to administer a grant successfully. 

The City will implement the plan in partnership with staff and will maximize efficiency 
and effectiveness when applying and administering a grant. It will also strengthen the 
City's internal controls and accountability to granting agencies. The plan wil l keep the 
City on course to achieve targeted objectives through the strategic application of grants. 

Stephanie DeWolfe 

City Manager 
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Dear Reader: 

We are very pleased to release the first Annual Grants Management Plan for Fiscal Year 
2019-2020. This plan is intended to be the roadmap to ensure that YOU as a 
representative of the City have all the tools you need to properly administer your grant 
program. 

On average, the City receives approximately $2 million in local return funds, and 
$500,000 in grant funds on an annual basis; this funding represents 8% of the City's 
budget. Additionally, state loans for large water projects are also administered like 
grants and provide the City the ability to tackle critical infrastructure projects at a low 
interest rate. 

The goal of this plan is to thoughtfully select grants to pursue, track applications, 
coordinate with staff regarding submittal deadlines, align grant application with 
strategic goals, and maintain the highest level of stewardship and fiduciary standards. 

We look forward to collaborating on your next grant 
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Background and Challenges 

The City is successful in securing grant funds for community identified priorities and to 
offset general fund costs for day-to-day operations. One notable project that reflects 
both the background and the challenges of grants is the Arroyo Seco Bicycle and 
Pedestrian Trail (Project). The project plans were draft ed and requests for funds began in 
2011. Over the course of several years, separate grant applications were submitted, each 
requesting small pots of money from varying sources in order to collect the total 
amount needed, which at the time was $1.5 million. Six years later, in 2017, staff created 
a task-force to ensure the completion of the project. At that point, the City was at risk of 
losing several funding sources. Granting agencies also required updated scopes of work 
in order to make sure that the project was aligned to current specifications. The new 
cost of the same project increased to $2.4 million dollars. This experience was a critical 
turning point to launch a centralized and collaborative grants team that ensured all staff 
involved in a grant implementation and administration is always working as a team 
toward the project completion. 

Since this project, the grants team began working on a "Policies and Procedures 
Manual"(Manual) to standardize the co ll aborative approach and have a consistent and 
practical guide that staff could re fer to when administering a granllt also outlines 
federal guidelines, when and how to submit reports, when to involve the grants 
administrator and such. The Manual is designed to support the implementation of the 
Annual Grants Management Plan that is a living document and is meant to be updated 
every year with new grant opportunities and new regulations. 

While funding is not a new element of government, the centralized administration of 
grants is fair ly new. Prior to December 2014, a ll Federal grants had different guidelines 
depending on the awarding branch, i.e. EPA, DO), DOT. Since 2014, OMB administrat ive 
requirements, Cost Principles, and Audit Requirements were combined in to one 
document, referred to as the Super Circular. The Super Circular combines eight previous 
federal regu lat ions into comprehensive guidance codified at 2 Code of Federal 
Regulations (CFR) Part 200 (Subparts A - F). These changes will improve administration 
of federa l grant operations from the new uniform application process to the 'close-out' 
process. These changes modernize cost accounting, and improve the audit process, 
where the threshold for a Single Audit has been increased to $750,000 in annual federal 
expenditures 
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City Resour(e~ 
A successful grant application requires input and collaboration from administrators, staff 
members, community groups, and at times local and regional partners. In order to 
coordinate with the varying stakeholder groups, it is crucial that the relevant staff plan 
ahead in order to make time for the technical components required in a grant 
application and properly assess available grants prior to application. In smaller cities, 
grant administ rators typica lly wear many hats and often manage the ongoing 
management of non~general fund dollars, This reduces the number of grant submittals 
that one can realistically expect. By outlining the upcoming grants not only can the 
grant administrator map out their annual workload, but they can do that in concert with 
the appropriate departments to ensure they are receiving the adequate amount of 
technical support needed to apply for the grant. 

Leveraging Resources 
Some grant agencies require a dollar for dol lar match while others require a certain 
percentage. When developing the annual grants program there was a high level cost 
benefit analysis conducted to determine where the City's dollars would be leveraged 
best if the grant was awarded. For instance, there may be a grant that requires a 10% 
match and allows for up to $100,000 in funding, and there may be a grant that requires 
a dollar for dollar match and a maximum of S20,OOO in funding. The first project would 
potentially extend the City's dollars much greater than the second grant. Although, 
other considerations would be made such as the project relevance of, the application 
requirements, and the ongoing management and maintenance of the project. 

Priority projects 
Identifying priority projects for the City through the Strategic Plan and Capital Plan 
helps to strategically apply for grants. A grant application that is included in priority 
plans has a much stronger chance of funding because granting agencies understand 
that the City has identified a need, had devoted resources to project readiness and will 
be prepared to execute the project once awarded, It also avoids the City applying for a 
grant that may seem enticing but may not be spent in the appropriate t ime or manner 
due to lack of staff and resources. 
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The grants management plan has five main goals: 

o Work Coliaboratively to Develop High Quality Applications 

o Maintain Effective Policies and Procedures 

o Manage Awards 

o Demonstrate Results 

o Evaluate Grants Management Performance 

/' 
E~aluate 

Performance 

\ 
Demonstrate 

Results 

Work 
CoUaborilti~ely to 
De~elop High 

Quality Applications 

Maintain Effecti~e 
Policies and 
Procedures 

} 
Manage Awards 
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Goal! 
Maintain Effective Policies and Proceduf@s 

The City i$ establishing a Grant Policies and Procedures Manual designed to encompass the grant 
management proce .. from pre-award through CIoSKlUt. With this. the City intends to better align their 
compl iance efforts with the Federal standard, the highest standard in the industry_ City staff evaluated 
which federal polici", should be implemented as well as which policies would be too burdensome to 
cf@ate strongerintemalcontrolswhereneeded,whilenot overusing staff resources_ 

While the plan should be updated annually to include new grant opportun it ies, it is best practice that the 
Polic ies and Procedures Manual be updated at least every five years to ensure the City is following the 
tatest guidelines. With new techno logy and the Federal Govemment's initiative to streamline grants 
processing. info rmation continues to constantly change and it is crudal that the City keep up with those 
changes to make sure we continue being a desirable recipient for grant awards. 

The Grants Policies and Procedures Manual is a living document and staff will continue to add procedures 
to increase efficiency when processing grants and ensure compliance. Any policy added to the manual 
after City Council adoption will include the date of issuance for the policy as well as a review Or expiration 
date if necessary. 

Goal 2 
Work Collaboratively to Ensure High Quality Grant Applications 

In order to ensure efforts are targeted appropriately. it is the intent of th is plan to tie back to the City's 
Strategic Goals and the Cap ital Improvement Plan (OP). If the grant does not re late to anyone of the", 
planning tools. staff will re-assess if the application is l'\eCessary at the time. The submittal decision 
evaluates strategic priorities. time and effort available by necessary staff to complete the application, and 
ava ilable r",ources to manage the award. This also means standard izing the process for identifying Bnd 

applying for grants so that searching for and properly assessing grants prior to application is done 
interdepartmentally and systemat ically. Once the decision is made to submit the grant proposal. a 
timeline will be created with the entire submittal team to ensuf@expectationsaresetand follow through 
is accomplished. Ongoing train ing will also be provided to bolster staffs capacity to prepare quality 
applications. 

Goal3 
Managing Awards 

The successful management of awards inc ludes establishing a centralized database with forms available to 
u",rs for tracking the progress of awarded grants. 11 also includes the creation of a centralized oversight 
team established for each grant awarded to ana l)"!e requirements and monitor overall responsibi lities. 
Departments are also directed to contribute new written procedur", supplementing the Grants Policies 
and Procedures Manual for effective administration of grants that require unique financial management 
intemal controls. inter-departmental communiCiltiOf\ and sub·recipient monitoring requests. The annual 
City Council approval of the Grants Management Plan also helps to improve the grants management 

71 Page 
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process by streamlining the necessary approvals and thereby reducing the time and effort required for 

accept ing smaller grants. In addition. having the City's leade~hip fully vet the g ra nt appl ications on the 
horizon builds predictability into grants management and promotes greater focus and overall succes. 

Goal 4 
Demonstrate Results 

The annual Grants Management Plan provides the means for reviewing the number of grants the City 
submits P'lery yea,. to understand trend rates and review the number of grants awarded funding as well 
as the amount of funding. Through the annual Grants Management Plan. the City will have the capacity to 
compare grants awarded as well as g rants denied to the Strategic Plan and that CIP. This wi ll enable the 
City to determine if the desired results were achieved . Measurable targets of this type will positively 
chal lenge the City to identify areas of improvement if necessary. For grants that were not awarded. staff 
will fo llow up to obtain information on the denial and constructively address the reviewer's comments in a 
,esubmission. By (reat ing a bern:hmark for annual intentions. the City will be able to demonstrate its 
progress toward accomplishing its grant objectives. 

Goal 5 
Eva luate Grants Management Performance 

Annually. when preparing the Grants Management Plan. the City will evaluate the health and etfea iveness 
of its Grants MaMgement Plan. From here. the City can determine it increased investments. a 
restructuring. or keeping the program operating as is ma kes sense. This assessment will also help to 
identify wIlere additional training and assistance can improve program performance and compliarn:e. 
Where weaknesses are found. midcourse corrections will also be made. fine-tuning proces~ and 
examining the rationale of a process will be an on-going task for al l those invotved in grant applications 
and administration. 

BI Page 
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Grants Policy 
Policy Statement: 
The Cit).' of South Pasadena's (City) Grant Policies and Procedures Manual (Manual) lias been developed 
and published for Ihe purpose of standardizing grant applications and grant related administration 
associated with the City. City personnel must follow the policies and procedures indllded In this manual 
and the provisions 01 any agreements 1M! govern the award, 

Reason for Policy: 
The purpose of this Manual is to develop. Implement. and maintain meaningful grant development, 
oversight and COOfd ination lor Ihe City thereby increasing grant related revenue. al igning grant 
applications with the Citfs Strategic P1an goals, Ijm~ing the City's exposure \0 grant related legal liability, 
end improving the efficiency and impact of programs and services funded through grants. The policies 
all(l procedures COt1tained herein are Intended to foster exceptiomll stewardship of the public trust 
through a rigorous adherence to ethical standards associated with grant related activity. The policies and 
procedures aim 10 do the following: 

• Promote the use of best practices 
• Promote sound financial managemenl 
• Ensure that grant related activity Is consistent with the Cily"s strategic priorities 
• Ensure the integrity 01 the City's good standing among grant making en@es 
• Ensure the detection and m~igation of potential grant related problems before they harm the City 
• PrOmo1e efficiency and effediveness in grantiunded projects and programs 
• Appropriately dejegate grant applicaliOl1 tasks across departments 10 timely del iver quality proposals 
• Ensure accountability for financial and programmatic elements of grant administration and management 

Compliance: 
All grant administrators, program managers. sub-recipients. and parties invotved with the grant must 
comply w~h the applicable federal. state, and private award guidelines which may govern the award. 
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Overarching Roles and Responsibilities : 
City departments and staff that may occupy pOSitions of responsibility with resped to a grant shall perform 
and uphold both ethically and in the best interests of the C~y. The responsibll~ies are as follows: 

• Reviewing Notices of Funding Opportun~ies (NOFO) or Requests lor Proposals (RFP) to 
determine the City's readiness, available resources and capabil ities for successfully pursuing 
grant opportun~ies. 

• Prepare grant applications, budgets and oral reports 

• Submining Grant Applications 

• Ensuring the City is registered active. and omitted from the exclusion list on the System for Award 
Management (hnp:JISAM.gov) . 

• Ensuring any Sub-Recipients or COntradors 01 the City which are to be paid by Federa l monies 
are omhted lrom the excluslon list on Ihe System for Award Management {hnp:IISAM.gov J. 

• Reviewing and providing corrective actions In lesponse to aud~ findings. 

• Strategic Grant Planning 

• Training lor new Project Managers 

• Technical Assistance 

• Grant Writing 

• Assigning Funding Codes 

• Assigning a Unique Grant Number 

• Invoicing and Progress Reports 

• Requests for Payments 

• Recordkeeping for Audits 

• Project Closeout 
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DEVELOPING AN EFFECTIVE APPLICATION 

Assess the Project. for in-house written grants, the fllSl step is to develop an accurate ami realistic 
assessment of the time and resource expend~ures required to develop and write a compelijive proposal. 
This is a critical step in deciding whether or not to pursue iI solicitation. Submitting a proposal is easy, but 
submitting a top ranked proposal is difflCU". The decision to subm~ or not submit must be based on a 
realistic assessment of the time and effort available to complete the task at a high level of effort. 

Applying to different types of funders (foundations. non-proftt. private. government) require varying 
amounts of effort. For example, federal and state proposals are more compjex and require greater time 
demands. sometimes even several months' worth of work to prepare. These proposals, by !helr very 
nature. are more complicated and involve a lengthy and arduous applk:ation process. Also. submitting a 
continuation grant will take less time than seelting a new, compeli1ive gl1mt applicatiO!'1 . Below are 
examples of the types of 9rants the City may pursue, 

o Starf.Up Grams: Cover the costs of launching a new project or organization, 
o Capital Grants: Used for facitrlies , construction, buildings, or equipment. 
• General Operating Grants: Cover daily operations, inctuding salaries and technology, rather than 

a SpecifIC program or project. 
o Program or Project Grants: Cover the cost of SpecifIC project or plans that are part of the City's 

core mission. 
o Planning Grants: Help to map out what you want 10 do, and they typically resu~ in a project Ihat 

will help carry oul your plan. 
o Technical Assistance Grants: Help the City be more effective in such areas as financial 

management. strategie communications, fundraising or evaluation. 

Evaluate Benefits lind COlts of Speclfie Grant Programs on a Case-by-Case BasiS; 
a. Purpose of the grant program and ~s consistency with identified City goals and objectives. 
b. Add~ionat staffing, offICe space, facil~ies , supplies or equipment that will be required if the grant 
is awarded. 
c. Ongoing impacts of the granl program after ~ Is completed. 
d. Responsibit~ies of other depa.1ments and impacts on them in preparing the grant application or 
performing work scope if the grant is approved. 
e. Amount of Indired costs to be recove red from the grant. 
1. Total program eosts. including portion funde<lthrough grant revenues and any required City 
contribution. 
g. SOurce oflunding for any required City share. 
h. Compliance and audit requirements, paying special attention to those areas where the grantor's 
administrative procedures are different than the City's. 

Personnel: Once the decision is made to pursue a grant award, the second step - crueial to the 
application's success - is to determine the e~pertise and quatity of key personnel selected to be on a 
grant application team. Thereafter. staff must identify the application components and requirements that 
demand diverse areas of expertise (e.g. environmental design, CEQA compHanee, community outreach, 
finaneial compliance ete.) so that the skill set of team members are matehed w~h the grant application 
tasks. Depending on the size and nature of the grant appHcation, the grant appHcation team could be a 
rew staff members who each fill mukip!e roles or a large group witt! very diverse talents . Preferably, tt!e 
key personnel selected 10 prepare the granl application will also be available 10 implement the project if 
the grant is awarded. The team approach helps to provide adequate expertise, support and a level of 
accountabil ity. 
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Optimizing the Proposal Development Process; To have an efficienl proposal development process, 
and wrile a competitive application, each grant will tlave a tailored team approach, Leading or 
participating in a granl proposal will require very different ~me commitments, Some grant applications are 
short and straightforward, and may only require a Department Director and appropriate staff to split 
responsibimies . Other, more labor intensive grant applications will require several subjec1 matter experts 
(e.g. Project Managers) on Ihe team, a formalized writing lead, finance staff, a researcher and perhaps 
other outside consu~anls to help prepare a competitive application. Staff roles will vary depending on the 
granl application demands. In some cases the Project Manager may be the subject matter expert 
contributing data and budgetary information while the assigned staff ta~es the lead writer/ed~or role. 
Cor.currently, other support staff will help prepare and gather required documents (e.g. tetters of support, 
MOUs, ete.). W~h large grants of this type, a single staff member may be required to write every page of 
a 15-page proposal or write a 5-page contn'bution to a 20 page proposal depending on the ITIiItch 
between the grant requirements and the available staff. 

Creating an Actlon Plan: Develop an action plan for the proposal development process that includes 
del iverab!es. tasks . timetine and staff responsible . This requires the following steps: 

1) Prepare a checklist of tas~sldeliverables based on the Notice of Funding Opportunity or Request 
for Proposals. 

2) Using the checklist , develop a timeline with a schedule of completion dates for each task. This 
timeline must consider required steps such as internal clearances. getting signatures,Council 
approval, edillng. In1efgovernmental review with partner agencies, if applicable. The timeline 
must also ta~e into aocountthe interrelationship among tasks. For instance, a budget cannot be 
drafted unlil the projec1 scope Is SOlidified. 

3) Assign responsib ilities for each task identifIed. 

Grant Application Components: The application components vary based on the granting agency, In 
general , however, a grant applIcation requIres the following elements: 

1) Cover Page or Letter: BasK: project detailS and authorizing signature. 
2) Project Summary/Abstract: A ' big picture' introduction of the proposal's features. 
3) Table of Contents: Serves to guide the rev~r to the informatioo in the proposal. 
4) Narrative: An in-depth explanation of the proposal, this is a substantive portion of the 

application. The need for assistance must be demooslfated with supporting documents and 
data. The narrative should clearly explain the physical, economK:, social , financial, institutionat 
or other problem(s) that require iii solution, the actions that will be ta~en , and the results and 
benefrt expected. 

5) Readiness Statement: Demonstrate that the City fully complies with the funder's requfrements 
and guidelines. 

6) Budge\: IdentifieS the estimated cost of the profec\ as proposed, Include required matching 
fundS or in-~ind contributions . 

7) Budget Narrative: Addresses \tie reasonableness, necessity and alloca~e costs. Should also 
include any matching or cost-sharing funds discussion. 

8) Resolution: Approves tile application for submission. 
9) Timeline: Outlines each task 
10) Applicanl Capacity : Demonstrates the City's capacity to implement the project in a timely 

manner. 
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Responsible Parties 

City Council will formalfy authorize each award granted to the City. 

City Manager worh with City Council , department managefS and the Grants Manager to determine the 
strategic grant funding efforts for the City. The City Manager will approve all grant submissions and will 
give signing authority for submittal efforts in his or her absence. 

Grants Manager Is respons ible for balancing all projects and grant proposals. The Grants Manager wi ll 
worll with all Manager&'Directors to be aware of prioritized department needs for the various departments 
that potentialfy can be met through grants. This knowledge will allow the Grants Administrator to identify 
the potential for parallel or redundant submissions. as well as areas (Of potential COllaboration among 
departments, plan for submission of proposals to regular cy<:lical grant oppOOunities, and be pre­
pos~loned to assist the departments In the submission of proposals to those opportun~les when they 
arise. The Grants Manager is also responsible for maintaining current on federal grant po'icies and may 
also train staff about complial"1<:e Issues and processes. 

Departnumt Manager! DitvCtor is responsible lor determining the strategic funding prior~ies for their 
department and for making decisions about which grants the City will apply for based on strategic goals 
and readiness. They are a~ required to ensure a Project Manager is assigned to every grant awarded. 
Add~ionalfy. the department manager must approve Invoices submitted IOf reimbursement 

Project Managers has the primary respOl1sibility lor deyeloping the scope of the grant proposal. 
submitting the proposal, submitting resolution(s), submitting progress reports and staff report(s) , 
adhering to grant guidelines and regulatory compliance, timefy invoicing, adhering to aud~ing 
requirements. and proper closeout procedures. 

Management Analyst is responsible for the general oversight of the Cil'{s grant activijies. Therefore all 
grant ac!ivity (Federal, State. local, Non- Prof~, and Private) must be routed through the Management 
AnafySt in accordance with this Manual. The respOnsibimies of the Management AnafySt indude strategic 
grant planntog, training . promotion of grant opportun~ies. technical assistance (e.g. MQU, letters of 
recommendation). grant tracking of submittals and awarded grants. reporting requirements. idenfrfying 
and investigating issues that may arise with respect to the management of City grants, and mediation 
towards collaborative grant submittals between intemaVeldernal agencies, organizations, and individuals. 
During the grant preparation process. the Management Analyst will be responsible lor brienng the 
interdepartmental team on the applk:ation requirements , preparing a list of deliverables, preparing a 
time line for managing the proposal writing process, and completing the required documents. The 
Management Anafyst will also review the draft submission to ensure the grantor's evaluation criteria Is 
fOllowed. This Includes; 1) confirm that all ager.cy specmcations regarding format, content, organization, 
and structure have been fOllowed in a consistent manner; 2) ensure that all required components are 
Included and complete; 3) ensure that the information which responds to each evaluation criterion is easy 
to locate. 

Finance DIrK/or is responsible for ensuring that essential support and control is provided to City 
departments to assure a~ Grantor and City regulatory . procurement, and budgetary policy and procedures 
are followed. The Finance Director assigns fund codes as required by grant awards, reviews and 
provides corrective action plans in respOI1se to funding. prepares Schedule of Federal Expend~ures 
(SEFA) and worI<s with the eldemal audito<s by providing them with documentation to perform the audits. 
Add~ionalty, the Finance Director reviews invoices and approves payment to vendors and accepts 
payment from Awarding Agencies. Finalfy. the Finance Director validates that expend~ures being sought 
for reimbtlrsement are property C\1arged to Project Accounting and the General ledger to ensure 
completeness for audit trail purposes. 
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City ANomey provides legal advice, counsel . and legal represemation to the City. the City Manager and 
the departments and offICers of the City. The City Attorney revlewS contracts. settlements. and other 
documents pertinent to grant awards. The City Attorney also assists City staff with writing ordinances and 
council resolutions, reviews and prepares grant agreements for signature by authorized representatives . 

Other Resources Depending on the compel~iveness, technical e~pertlse and labor Intensity of a grant 
application, the City may also seek help with preparing grant applications from outside consuRants or 
local volunteer banks_ 
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Grant Life-Cycle Summary 

1. APPLY: When a department decides to submit an app1lcation they must subm~ a Grartl Tracking 
Submittal Form A-1 with Department Manager signature to the Management Analyst prior to submitting 
the grant applicatioo to the Grantor. The Management Analyst will submit to City Manager for final 
approval. 

2. AWARD ANNOUNCEMENT: Upon award announcement an awarded grant will be submitted along 
with a rnOlution and sta" roport and fiscal Impact statement to the City CounCil for acceptance and 
final approval. Upon City Council's approval , the grant agreemenVcontrad must be submitted \0 the 
Management Analyst and input into the tracking system, including assigning a unique grant number to 
enable the Finance Department 10 align the fundS coming into the City with the correct grant award. 
Finally, the fully executed original grant agreemenVcontraci (executed by the City and the Grantor) shall 
be submitted to the City Cierlt's OffICe. At this point a "kickoff mee~ng " is held induding the Grants 
Manager, Department Manager. Project Manager .the Management Analyst. and a member of Ihe 
granting agency to discuss the respons1bility of each party (e.g. tracking requirements , reporting 
frequency, Invoicing. and general grant guidelines) and the overall granllimeline. 

3. GRANT MANAGEMENT: The grant should be managed by each department's Project Manager 
respeclively. A llrant record shall be created in the Grants Management Database for each grant awarded 
to the City. Each grant record shall include all Information requested In the Grants Management Database 
as applicable to the associated grant. induding the due dates of all required reporting, relevant 
information from the Implementation ptan. and compleHon dates of all tasks ami deliverables. Each grant 
record shall be Updllted upon lIny chllnge to the status of the grllnt lImllor the InfoffTl1ltion previously 
enlered. The Management Analyst w;U keep track of deadlines lind send out remindef5 to Project 
Managers. Quarterly progress reports and invoicas must be submitted or copied to the Management 
Analyst. Any mediation. contract extenSion, closeout or lImendments shllil be coordinated through the 
Management Analyst and the Grantor. 

4. CLOSEOUT: When a Project Manager has completed a grant they will notify the Milnagement Analyst 
of their Intention to close out the grant. They will submil a Closeout Report C-1 nOling the granl 
accomplishments. the Iolal amount spent, and any remainder funds which may remain in the account. A 
final report will be submitted to the Grantor and the Management Analyst will maintain a copy per 
retention requirements. Upon project termination. the Management Anatyst will review the account and 
work with the assigned Project Mllnager 10 determine the final rlgure to be reported to the Grantor on the 
financial report or fi nalln~oice. 
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Grant Program Administration 
The procedures as outlined below provide a single document for City of South Pasadena staff to 
reference when managing a grant. The City carries a signlrK;8nt legal and ethical responsibility when 
accepting grant funding, and managemel11 of grant awards requ ires heightened awareness throughout 
the organization. 

Administer Awarded Grants 
a. Prepare a staff report accepting the grant award aoo any other required City forms or 
(iocuments; and coordinate e~ecution of grant documents by the City Manager and return 
e~ecuted documents to grantor agency. 
b. Read and follow all grant guidelines. Ensure compliance with granl requirements, paying 
special anention to those areas where the grantor's administrative procedures are different than 
the City"s. 
c. Notify affected departments 01 grant award and project setup. 
d. Establish granl file. 
e. Stay current with required training. which may be self4aught through the existing resources 
provided on the City inlranet or sought from mentorship within the City, or through outside sources 
as approved through current policies. 

RKelpt and Use of Grant Funds 
The City slaff must ensure that grant funds are property used and received. VIOlations can resuR in a 
range 01 penalt>es. Including suspension 01 future funds from the grantor, return of all fundS associated 
w~h the award, including those already expended, and civil andlor criminal penalt~. It is critical to the 
o~erall success of a project that grant fuoos are expended accurately. including administrative! program 
and direct! indirect costs. All grant re1ated expend~ures must follow current City policies and procedures, 
grant documentation. and 2 CFR §200. 

1. No grant funds shall be diSbursed until a City agenda item aoo budget resoluUon have been 
approved by the City Council, an award and project have been established In the accounting 
software, and required documentation is complete. 

2. After In~ial setuP. grant awards should be recoflCited at minimum on a monthly basis to ensure: 
a. Expend~ures are allowable, anocable, necessary, aoo reasonable based on terms and 

conditions of the grant award. 
b. Expend~ures are adequately supported by documentation. 
c. Expenditures are charged to tha correct department. 
d. Award spending is corrmensurate with the project time/rame. 

3. Departments receiving grant funds shalt adhere to City policy and procedures regarding revenue 
collection and accounling and reporting of grants received by the City, including preparing year 
end accntals. 

4. Modifrcatlons or reallocations to the awarded budget that alters the grant amount or moves funds 
from one budget line item to another must acIhere to Grantor and City policy aoo procedures. 

S. Grant funds awarded to the City shall not be used 10 replace an existing expense so that current 
funds can be diverted to another use, unless such use of grant funds is explicitly iden1ffied as 
allowable in writing by the Grantor in the grant award. 

6. Advance payments 10 the City must be limited to the minimum amounts needed and be ~med to 
be in accordance with the actual, immediate cash requirements of the City In carrying out the 
purpose of the approved program or project. The timing and amount of advance payments must 
be as close as is adminisl ratively feasible to the actual disbursements by the City for direct 
program or project costs and the proportionate share of any allowable indireC! costs, 

7. All income resuking from a grant funded project or program shall adhere to City revenue and the 
Grants Policies and Procedures Manual, and managed and maintained as established in the grant 
agreement. 

8. All procurement activity associated with grant fuooed projects or programs sha ll follow the Grantor 
and City policy and procedures for procurement of goods. 
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9. All propelty acquired Ihrough granl funds shall follow Ihe Grantor and CfIy policy and Pfocedures 
for Pfoperty or inventory control. 

10. II ~ is determined thatlhere are ' excess' funds either through an unallowable expense or unused, 
they must be returned as soon as possible or as required by Grantor. 

11. Grant project managers are ultimately responsible for adherence to Ihe slipulations outlined In the 
approved granl award/contract to ensure that allowable expend~ures are incurred. 

Budgeting: 
1. Management Analyst will meel wilh directors to determine current lunding availabilfly in grant funds . All 
granl funds wil l be budgeted 10 ensure timely expendilure of granllunds. This will usually ocx:ur in March 
for the following Fiscal Year. 

2. Managemenl Analyst will meet with Assistanl and Finance Director to ensure budgeling of every granl 
is Included in Ihe budget and Pfoperty accounled. A report will be developed for every director prior 10 
final budgel adoplion. This will usually occur in April for Ihe following Fiscal Year. 

Request f or Payment: 
1. When a Project Manager pays a vendor or Sub-Contractor Ihey must subm~ a P.O. to Ihe finance 
department. When submitting 10 lhe f~ance department, the P.O. must indicate the fund source is a 
grant. 

2. Upon receipt accounts payable will roule to Managemenl Analysl to ensure expenditures are in 
accordance with grant guidelines before paying vendor. 

3. When requesting payment from Grantor. Project Manager must follow Step 1-2 and subm~ copy of all 
checks to the vendors as well as required backup from grant guidelines. 

4. Payments to vendors will go 10 the next council meeting for approval and mailed out the following 
business day. 

Grant Reporting 
Grants awarded to the City may require that progress. prograrrmatic and finafICial reportS be submitted to 
Ihe grantor. Every award has reporting requirements specified in the granl agreement It is cr~icalthat all 
reports are complete, accurate. and submitted per the specified dales outlined in the agreement. 
Performance reports musl be submitted al the interval required by Ihe Granlor. Accurate and timely 
reporting is crilicallO maintaining a good relationship with Ihe Granlor. Requirements and procedures are 
eslablished to ensure that grant funds are expended and accounted for in a method that provides 
accuracy. uniformfly. and consistency. Lale or inaccurate reports may negatively impact current or future 
funding and resu~ in audit findings. 

Events may ocx:ur between the scheduled performance reporting dates thai have signif~nt Impact upon 
the supported activily. In such cases. Ihe City must inform the Grantor entity as soon as the following 
types of conditions become known: 

1. Problems, delays. or adverse conditions which will materia lly Impair the ability to meet the 
objeclive of Ihe award. This disclosure must Include a slatemenl of the action taken. or 
contemplated, and any assistance needed to resolve the s~uation. 

2. Favorab~ developments which enable meeling time schedules and objectives sooner or alless 
cost than anticipated or producing more or different beneficial resu"s than originally planned. 
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Grant Modlflcations and Eden.lons 
During the COIJrse of a grant's I~etime , there are times when changes are necessary to either the budget 
or the project seope-ol-work. Mosl of these changes, typicalty called granl amendmenls, are allowable, 
but ~ is important to follow the procedures written in the grant ilQreement or in the guides provided by the 
Grantor. Modifoeations deemed to be non-substantial may be approved admlnlstrative~. Modifoeations to 
City e~ecuted contracts may be submitted for Consent Agenda approval if additional City resources are 
not applicable or unless directed otherwise by the C~y Manager andlor City Attoroey. ModifICations which 
require the allocation of add~ional City resources not prallious~ budgeted shall be placed on the City 
Council agenda. The Project Manager shall be responsible for assuring that all impacted parties are made 
aware of the modifICations. Original amendments shall be provided to the City Clerk after execution. 

Closeout Procedures 
The grant cIoseoot Is a critical pi«e in the me cycle of a grant. and is the process by which the City 
performs all necessary administrative and financial actions to satisfactory complete all requirements set 
forth In the grant agreement. Preparat;on for cIoSllOut usual~ begins 60 to go dilYs prior to tha end date 01 
the glanlto accurately forecast expenses and make any adjustments to accounting entries. As part of the 
close out process, the Project Manager needs to do the following (if necessary): 

1. Coordinate closure of all contracts. payment for services, required documentation and financial 
review or aud~. 

2. Notity intemal service centers and payroll of an account change for recurrir.g costs such as 
printing. telephone. postage and salary/fringe. 

3. To meet Grantor deadlines thele needs to be clear and time~ communication between Project 
Managers and Management Analyst. 

4. Promptly transfer all erroneous charges, clearing defICits and post-tenn charges. 
5. In most cases for federal awards. final financial reports must be submitted w~hln go days from the 

award end date, and w~hin 60 days for final Invoices. Non·federal deadlines may vary by Agency. 
6. The complete grant project file shall be retained by the recipient department in accordance w~h 

applicable Federal an<! State record keeping rules. 
7. The original contract and amendments shall be retained by the City Clerk in accordance with 

applicable Federal and State retention schedules. 
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Form Glossary 
The forms in this manual were developed In an effort to streamline the grants process alld create a 
database for necessary forms. Please see the@eol eachform ak>ng w~h an explanation of the purpose 
of the form. Note: These forms will all e~ist as e~ hibits In the policies and procedures manual as well as 
independent forms. 

1. Grant Tracking Submittal Form A. l 
This form will be used to track all applications for which any department applies. The Department Director 
or Project Manager must subm~ this lonn to the Management Analyst when considering submitting an 
application. The Management Analyst wil l make the Project Manager aware of any spe<:ific requirements 
and provide assistance as necessary. This form will be used to update the database of submitted 
applications for City records. 

2. Sub·Reclplent Monitoring Policies and Procedures Manuat 
Ttle SuD-Recipient Mon~oring Policies and Proce(Iures Manual includes ttle roles and responsibilities of 
key staff, City policies when mon~oring th-eir grants and recipients. worllllow representing the timeline of a 
risk assessment, and exhibits. It serves as a reference guide for anyone unfamiliar with this process. 

3. Management Decision Letter 
The City trealS all of its SuD-Recipients as moderate to high risk by always paying on a reimbursement 
basis and by requiring quanerty progress reports. This wilillOl change whether an agency is deemed low 
or high risk . In case the City decides to wi1hhold funding from a SuD-Recipient or a Contractor dve to 
debarment or suspension on the System for Award Management (SAM). the City wi ll Issue a letter 
notifying them of this decision. 

4. Audit! Debarment Certification 
The AudilJ Debarment certification will be required for al l sub·recipients or vendors which are to be paid 
out o f Federal fundS. Every year the SUD-Recipienl agency andlor contractor will be required to submit a 
self--certif~ quick questionnaire regarding their Single Audit Report (SAR) and DUNS number. Once it 
has been filled out they will return to the City and City staff will use thiS form 10 determine if Ihey qualify for 
award. 

5. Grant Tracking Closeout C·1 
The grant closeout form serves as a noliflCalk>n to the Management Analyst that the PM has fi nished the 
project . This form includes the grant information as we ll as a summary 01 the project . '¥\'hen the 
Management Analyst receives the form he/she will al this point ensure any unspent funds are sent back 
to the Grantor. ensure there is a final report completed lor the Grantor. and fin al invoice has been 
submitted for reimbursement. 

6. Progre$$ Report Template 
While all Awarding Agencies may have a sample template to submit a progress repo rt , the City has a 
sample template that can be submitted if a template is not provided. Upon in~ial award the Management 
Analyst will review the requIrements for invoicing and reporting and ensure the Project Manager has full 
understanding of grant requirements. The progress report must be submitted to the Management Analyst 
for review before submitting 10 Grantor. Upon approval, City staff will send the progress report to Grantor 
per award guidelines. 
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Definitions: 
Federal Audit Clearinghouse - A division of the Office of Management and Budgel (OMB) that collecls 
information on audil resulls. 
Unifo rm Guidanc e - An OMB pub~cation en@ed "UniformAdminiSlralive Requlremenls, Cosl Prineiples, 
and Aud~ Requirements fOf Federal Awards." 
Pass through entity- a Non-Federal entity that provides a Federal award to a Sub-Recipient to cany OUI 
a Federal program. 
Prime recipient -the direct recipient 01 funds to support a program or project. 
$ub-award (sub-eontract or sub-Qranlj -An enforceable agreement. made under a prime award. 
between a prime recipient and a Sub-Recipient for the perfOfmance of a substantive portion 01 the 
program. These terms do NOT apply to Ihe procurement 01 goods or seNices from a vendor. (2CFR.330) 
Sub-Recipient (sub..contractor or sub-awardee) - An Ofganization eligible to receive a financial award. 
A Sub-Recipient's performance is measured against whether the objectives of the sponsored program are 
met: Sub-Recipients have responsibility lor programmatic decision-making and lor adherence to 
applicable program compliance responslbil~ies. Sub-Recipient are responsible lor performing a 
substantive port ion of the program, as opposed to providing goods and services. 
Contractor (Vendor) - An organlza~on that provides goods and services within normal business 
operations. Contractors (Vendor5) provide similar goods and services 10 many different purchasers: 
operate in a competltive environment: and provide goods or services that are ancillary to the operation of 
the sponsored program. Contractors (Vendors) may not be subject to all compliance requirement 
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