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Federal Grant Activity Review

Purpose:  

Grants Administration will conduct an annual self-review of its awards to ensure that governmental and internal policies and procedures are being adhered to.  The internal review will assist the department in identifying strengths and deficiencies of its practices.  In areas where standards are not being met, internal controls will be strengthened or modified to support Grants Administration in fiscal and compliance oversight.

Activity Selection:  

The Project Manager will run a query in SAM for all active federal grants for all GA’s.   The Project Manager will select one federal grant per Section or Bureau to review, not to exceed 35 total activities.

Project Manager will submit a copy of the SAM Query to Associate Director of Post Award for his/her records.

Expense Selection:  

Grant Expense reports should be run for the selected activities based upon the company fiscal year.  The Project Manager should review the listing of expenses and highlight a minimum of 4 questionable costs per activity.  Costs are often considered questionable if they are:

	· consultant
	· furniture

	· cost transfer
	· occur after budget end date

	· employee upload entry
	· rarely used vendor

	· employee reimbursement
	· restaurant

	· entertainment
	· subcontract 

	· equipment
	· temporary services

	· travel
	


Review: 

A thorough review of the grant should be conducted to ensure Grants Administration is compliant with sponsor and departmental regulations.  In reviewing activities, the Project Manager should best interpret contractual and federal guidelines to determine whether expense selections are allowable. 
Step 1.  Review of Admin Folder for Accurateness and Completeness

· Is set up correct?

· Is contract signed?

· Is budget entered, documented and accurate?  

· Are fringe and indirect rates correct?

· Are contracts filed?

· Does the folder seem to provide a history of the activity?

Step 2.  Review of Expense Selections in accordance with the Allowable Cost Policy 6.0

The four questionable costs per activity should be reviewed for detail.  In order to do this, the authorizing paperwork will need to be obtained.  This can be done through Papervision, cost transfer form and backup, salary upload form and backup or by contacting Accounts Payable and/or Purchasing if necessary.  

Expenses should then be reviewed to determine whether the charge is acceptable on the activity.  The Project Manager and Projects Assistant should reference the contract and proposal as well as use their best judgment in determining whether the expense is considered allowable/unallowable.  In addition, Grants Administration Policy 6.0 contains guidelines to follow in determining whether an expense is appropriate to charge to grant or contract. General criteria that can be followed: 

· Be reasonable for the performance of the award and be allocable thereto under these principles; 

· Conform to any limitations or exclusions set forth in these principles or in the award as to types or amount of items; 

· Be consistent with policies and procedures that apply uniformly to both federally-financed and other activities of the organization; 

· Be accorded consistent treatment; 

· Be determined in accordance with generally accepted accounting principles (GAAP), including expensing the item in the period it was incurred; 

· Not be included as a cost or used to meet cost sharing or matching requirements of any other federally-financed program in either the current or a prior period; 

· Be adequately documented.

Step 3.  Fiscal Monitoring

The Project Manager and Projects Assistant should review the status of accounts receivable balances and fiscal reporting on the activities.  Accounts receivable should not be outstanding for 120 days or more on activities.  Research should be conducted if A/R of 120+ days exists on an activity being reviewed to determine whether effort is being made to resolve the issue.  Also, if fiscal reporting is required by the sponsor the Project Manager and Projects Assistant should determine whether reports were filed in a timely and accurate manner.

Step 4.  Evaluation of Activity

Upon review of the Admin Folder and Expense Selections, the Project Manager should provide a written review of their findings.  The review should be a considerate and complete evaluation of Grants Administrations’ oversight of the award.  The Peer Review Form should be used to document findings.

Step 5.  Process Improvement

Once all Peer Review Forms have been collected, the Supervisors and Project Manager will meet as a group with Associate Director of Post Award.  An evaluation will take place to identify patterns of success and areas where improvement or education should be focused upon.  
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