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Senior Corps Grant Budget
The budget approved in the grant application is part of grantees contractual obligation
The budget must conform to guidelines and regulatory restrictions.

Project support provided under a Senior Corps grant must be furnished at the lowest
possible cost consistent with the project's effective operation [45 CFR 2553.73].

Project Directors should work with the sponsor’s fiscal staff and periodically compare
the budget to actual costs.

© Wit
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Sponsors must have an efficient accounting system that is capable of:

1. Distinguishing grant versus non-grant related expenditures

2. Identifying costs by budget period

3. Identifying costs by budget category

4. Differentiating between direct and indirect costs (administrative costs)
5. Maintaining Federal and required non-Federal share separately

6. Recording in-kind contributions as both revenues and expenses

Compliance Monitoring Question C.1.-C.2.

© Wit
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Budget Categories

Costs are separated according to whether the proposed source of project support is Federal or
non-Federal. In context of the budget, “Federal” means “the Corporation,” and “non-Federal”
- means “sources other than the Corporation.” The federal share is also referred to as “CNCS Share.” &=

Required non-Federal: This is the part of the total non-Federal budget used to meet the non-Federal share
requirement. Costs included under this category must meet all the cost requirements established by the
Corporation. The non-federal share may also be referred to as, “Grantee Share,” local match,” or “applicant
share.”

Excess non-Federal: This is the part of the total non-Federal budget that is in excess of the 10, 20, or 30
percent non-federal share requirement. Inclusion of excess non-Federal costs is not required. If excess non-
Federal funds are budgeted, they must support the purpose of the project, consistent with the Domestic
Volunteer Service Act.

© Wit
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Volunteer Expense or Volunteer Support Expense?

Section I: Volunteer Support Expenses, includes all costs other than those
included below in “Volunteer Expenses.”

Section Il: Volunteer Expenses, includes only the following volunteer costs:
Transportation

Meals
Insurance

Recognition Items and Activities
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Budget Formulas

Non-Federal Match: (10, 20, or 30%)

eGrants calculates your match by dividing the amount in the “Grantee Share” column by the sum of
the “Total Amount” column minus the amount in the “Excess Amount” column, you can calculate

your match by using these formulas: 10% Match = (Federal Amount / 1-.1) — Federal Amount;
20% Match = (Federal Amount/ 1=.2)- Federal Amount; 30% Match = (Federal Amount / 1-.3) — Federal Amount

Volunteer Expenses Ratio for FGP and SCP

The total of cost reimbursements for Foster Grandparents or Senior Companions, including stipends,
insurance, transportation, meals, physical examinations, uniforms if appropriate, and recognition
must be equal to at least 80 percent of the Corporation’s Federal share of the grant. Federal and
non-Federal resources, including excess non-Corporation resources, can be used to make up this
sum.

© Wit
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Grants Amendments and Rebudgeting are required when:

A change in the scope of service or a substantial change in goals or objectives.

A change in the geographic service area.

Creation of a new budget line item where there will be a need for additional funds.
Transfer of funds budgeted for direct costs to indirect costs.

Extension or reduction of the budget or performance budget period
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Accessing Grant Funds and Managing Advances

All Senior Corps grantees are paid through the Department of Department of Health
and Human Services (HHS) Payment Management System, abbreviated as PMS. Senior
Corps grantees must establish an account with the HHS/PMS that allows them to draw
down funds. When a grant is awarded in eGrants, the grant is recorded in the
Corporation’s accounting system and transmitted to PMS which maintains an account for

each grant. Grantees draw funds from that account.

Information on using the PMS is found on-line at:

www.dpm.psc.gov/grant recipient/shortcuts/shortcuts.aspx?explorer.event=true

O it 9
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Value of Reporting
Reports and Data can:
Tell your story o
Demonstrate progress on project
Describes impact in community
Inform internal planning and development
Showcases accomplishments

Supports funding requests

O His }
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Reporting and record keeping are essential functions of project management to
ensure proper stewardship of public funds and provide information needed to
report to the Congress and Executive Branch of the Federal Government on
expenditures, project progress, and accomplishments. General reporting and
record keeping requirements are discussed in this chapter, but projects should
always consult their specific Notice of Grant Award (NGA) terms and conditions

for the specific requirements of their grant.

© Wit



The Notice of Grant Award [NGA) isthe projectsponsors’ official notification of reporting requirements, due dates, and any special conditions (requirements) of

Quick REFERENCE CHART FOR SENIOR CORPS REPORTS AND DUE DATES

the grant. Check your NGA, including Terms and Conditions, to verify your due dates and any special conditions.
[Note: Your NGA can be accessed as a “Report” in eGrants. The Terms and Conditions of the grant can be accessed by clicking the link in the NGA.]

SF424- Grant Application
(New, Renewalor Continuation)

Due Date

Due date & piven in Senior Corps Notick of Funding Available, eSrants on the Apphcant creen, o in
the Grant Penewal’Continuation letter.

Where to Submit

earants

Faper copies of requined dotuments
submitted o CHCS State Office.

Grantees must prepare an annual Progress Report 3t the end of the budget period. The report must

PTEEI-ESS Repurt- RSVP be submitied in eGrants no later than 30 days after the end of the designated reporting period. eGrants

Gramtees must prepare a full Progress Aspor at the end of the budzet period. Foster Grandparent
Progress Report-FGP/SCP and Senior Companion grantees will continue to report semi-annually the service hours and other eGrants

information inchuded on the Demographics screen in eGrants. These reports must be submitted in

SGCINS NO later than 30 days after the end of the Sesgnated reporting perisd,
Progress Report SUPP‘EI'II-ETIt Due date will be announced in the Annual Sensdr Corps Guidance. It usually in Movember or eGrants
tpﬁs,].: December. Historically, the Reporting Period has been July 1 = June 30 for all Senior Corps grants

. The annual assessment is determined by project sponsor, Submit assessment report to State Office with

Annual Project Assessment For more information see the Senior Corps Grant Application Instructions. grant documents once during year 2 or year 3.
FFR: 30 days after the first and sach corsecutive &-manth reporting pericd Based on your prant paricd. eGrants
Federal Financia Report to CNCS See below for Final PSR
FFR - Final 20 after the end of year 3 of the grant performance period eGrants

Far disburse ment activity during the months of: The FAR is due on:

January 01 through March 31 - 2nd Ctr. BAgril 30
FFR -[for the HHS System) Cash

{ _ ¥ ) Apeil 01 thraugh Jume 30 - 3nd Qr. July 30 HHS/PMS

Transactions Report5F 272

July 01 through September 50 - dth Orr, Cerober 30

Qotabar 0L through December 31 - 1o Qee. [FF2012) January 50
Re-Budget:

If mecessary, no Bter than 30 days before the end of the budget periad. Dscuss budget revisions
Revision of budget, changes v ! udget pe eGrants

requirnng approval.

with your State Office prior to initiating anamendment in eGrants.
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Reports Submitted in eGrants:
m— Grant Applications o
Federal Financial Reports (FFR)
Project Progress Reports (PPR)

Progress Report Supplement (PRS)

gl
%
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Welcome Jane

& rortal Home

Change Organization Managing My Account

Enter a grant number or application i1d Click on the links below to access common
and click on the "GO" button to view a account functions.
different organization's information.

|

My Account -5

508 Approved | Contact Help Desk | disable the pictures

Reporting to CNCS

VIEW MY GRANTS/APPLICATIONS
& view all

VIEW MY AMERICORPS PORTAL

Financial Report B

Progress Report 8

Progress Report Supplement -]

© Wit

Finding Reports
In eGrants
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PROGRESS REPORT FOR EXISTING GRANTS Welcome Jane

07/01/2004 - 12/31/2004 01/31/2005 Progress Report Reviewed Full edit | print
01/01/2004 - 06/30/2004 07/31/2004 Progress Report Reviewed Full edit | print
07/01/2003 - 12/31/2003 01/31/2004 Progress Report Reviewed Full edit | print
01/01/2003 - 06/30/2003 07/31/2003 Progress Report Reviewed Full edit | print
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Terminology used in Reports

—_— Reporting Period - The time frame covered for the report —
Budget Period — One year
Project Period — The three year grant cycle

Performance Period — The three year grant cycle
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Financial Reports

Federal Financial Report (FFR)

Grantees report expenditures semi-annually from the start date of the grant on the
- FFR by submitting in eGrants an electronically signed form within 30 days of the end f—
of each reporting period, as specified in the Terms and Conditions of the NGA. The
final FFR for the 3 year grant award is due 90 days after the end of the grant.
FFRs describe expenses on a cumulative basis over the performance period of the
grant (3 years).

PMS FFR
The PMS report is an overview of the cash status of the account. It contains data
provided by PMS to the recipient and the net disbursement amount as calculated by
the recipient. The PMS FFR Report is similar to a checking reconciliation
Due quarterly (45 days after the end of the quarter) submitted to HHS using the PMS
system.

© Wit
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Federal Financial Report

The FFR is a summary of expenditure activity over a specified time period (semi-annually in most cases).
The FFR provides information regarding both Grantee and CNCS Share of funds expended. e
The FFR includes cumulative information over the life of the grant (3 years).

Grantee must ensure proper documentation is recorded to support all information reported in the FFR.
All financial reports should be prepared with information that comes directly from the organization’s
accounting system.

Conduct a review and reconciliation of the information to ensure accuracy prior to report submission.

The Grants Officer reviews the FFR.

Step-by Step-Guide for Preparing the FFR in eGrants: http://www.nationalserviceresources.org/videos/step-
step-instructions-completing-federal-financial-report-ffr-egrants

© Wit
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Project Progress Report (PPR)

—-— The purpose of the PPR is to report on key activities and progress in implementing work
plans and performance measures. The PPR is due no later than 30 days after the end of the

reporting period.

The grantee will report on performance measures and other project accomplishments
annually in the PPR.

Late submission of the Project Progress Report may result in the Corporation placing a
temporary hold on grant funds if the report is not submitted within 45 calendar days after

the established due date.

O s o
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Progress Report Supplement (PRS)

What is the PRS?
A national data collection instrument completed annually by Foster Grandparent, RSVP and Senior Companion grantees.

What does it tells us?
Numerous aspects of Senior Corps activities, including volunteer numbers and hours, service activities, types of sponsors
and stations, volunteer demographics, children and clients served.

How is the data used?

Historical trends by comparative analysis across fiscal years. To develop state and national reports and snapshots of
project activities, clients served, sponsor and volunteer station profiles, volunteer demographics and trends, and other

aspects of project operations.
The PRS is a key data source used for Congressional appropriations hearings and to respond to other information requests.

Due Date and Reporting Period

The PRS is typically due in November and covers the 12 month reporting period from July 1 to June 30. Senior Corps
notifies grantees when the report becomes available in eGrants, along with instructions for completing the report.

© Wit

Data taken from individual project reports is aggregated nationally. ji—
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Record Keeping and Documentation
As required by 45 CFR 2553.25(g), the sponsor must develop record keeping and
reporting systems in compliance with Corporation requirements that ensure
quality of program and fiscal operations and facilitate timely and accurate
submission of required reports. The sponsor’s records also document compliance
with regulatory programmatic and fiscal requirements and must be available to

Corporation staff to review on compliance monitoring site visits.

© Wit
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Record Keeping and Documentation

Sponsor Records on Volunteer Stations

— The project maintains a file on each volunteer station containing: —_
A current, signed Memorandum of Understanding.

Letters of Agreement, where there are in-home assignments through the volunteer station.
A listing by name of the RSVP volunteers placed at the volunteer station

Sponsor Records on Individual RSVP Volunteers
The project should maintain records for each volunteer containing:
A signed enrollment form, including name, address, telephone number and date of birth.
A signed Designation of Beneficiary (for insurance purposes).
The name of the volunteer station(s) where the RSVP volunteer is placed.
A copy of the written assignment description for each volunteer or a notation that the

volunteer’s assignment description is maintained at the volunteer station.

© Wit
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Common Compliance Findings for Record Keeping and Documentation

Inadequate or missing documentation of in-kind donations
Time Sheet compliance issues:
Incorrect percentage of staff time charged to grant
Time sheets not signed either by staff or supervisor (or both)
Time sheet does not reflect non-grant activities of staff

Time sheet reflects budgeted rather than actual time

© Wit
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Finding: Inadequate or missing documentation of in-kind donations

Documentation of in-kind contributions - same standards as other expenditures
Documentation for in-kind contributions must record donation and valuation of item

In-kind contributions must be entered into the general ledger and other reports
submitted to the Corporation in order to be recognized as match

In-kind contributions must be included in Federal Financial Report submitted to the
Corporation to be recognized as match

© Wit
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Finding: Inadequate or missing documentation of in-kind donations

An In-Kind Donation form should document the basis for determining the value of personal

services, material equipment, building, and other non-cash donations.

In-Kind Donation Forms record acknowledgement of the contribution and should include:
Name of donor
Date and Location of donation
Description of item/service
Estimated value

Signature of donor and recipient

© Wit
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Organization’s Logo Here Non-Profit Organization of My County
P.0. Box 1234 = Any City, TX_ 76001 = (713)879-2812

In-Kind Contribution Form

Contributor Information

Mame of Business
or Individual:
Mame of Primary Contact:

Address:
City: State: Zip Code:
Telephone: E-mail:

[ Contributed Goods or Services
Description of Contributed Goods or Services:

Date(s) Contributed:

Real or Estimated Value of Contribution: %

How was the value determined?: O Actual Value 0O Appraisal 0O Other
If other, please explain:

Who Made this Value Determination?:

Is there a restriction on the use of this contribution?: O Mo O Yes
If yes, what are the restrictions?:

Was this Contribution Obtained with or Supported by Federal funds?: O Mo O Yes
If yes, please provide the name of the Federal agency and the grant or contract number:

Signature of Contributor Date Contributed
&y Thank you for your support!! o
Office Use Only:
Person Receiving Goods or Services on Beholf of Non-Profit Orgonizotion of My County:

Printed Narme Position

Signature Date Received

mnnfaug
COMMUNITY
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| Contributed Goods or Services
Description of Contributed Goods or Services:

Date(s) Contributed:
Real or Estimated Value of Contribution: $

How was the value determined? Q Actual Value Q Appraisal Q Other
If other, please explain:

Who Made this Value Determination?

Is there a restriction on the use of this contribution? O No O Yes
If yes, what are the restrictions?

Was this Contribution Obtained with or Supported by Federal funds? O No [ Yes
If yes, please provide the name of the Federal agency and the grant or contract number:

Signature of Contributor Date Contributed

&) s 27
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Findings: Time Sheet compliance issues:
Incorrect percentage of staff time charged to grant
Time sheets not signed either by staff or supervisor (or both)
Time sheet does not reflect non-grant activities of staff

Time sheet reflects budgeted rather than actual time



. Senior Corps F& .
e E:pnﬁnnuhrtherug Experience for the Future

@+ Module 4: Record Keeping and Common Findings

-

Recording Staff Time

OMB A-122 requirements for Non-Profits:

— Must reflect an after-the-fact distribution of the employee actual activity (not —
budgeted on hours worked)

Must account for the total activity of each employee
Must be prepared at least monthly and must coincide with one or more pay periods

Must be signed by the employee or supervisor having first hand knowledge of staff
activity.

There are similar OMB requirements for:

State, Local and Indian Tribal Governments: OMB A-87
Education Institutions: OMB A-21

Compliance Guide C.10(a)

© Wit
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Ensuring Data Integrity in eGrants

Data from eGrants is used for agency metrics, external reporting, and management data. Data
. accuracy and timeliness are extremely important. —

Grantees should make every effort to ensure grant applications, and reports submissions are on
time, accurate, and fully complete. Program Officers will closely review grants and reports. If
discrepancies or incomplete submissions are found, they will work with grantees to correct data
before accepting the application or report.

Grantees and Program Officers, working together can increase data integrity in eGrants and
minimize the time and energy spent correcting data issues.

As always, contact your Program Officer if you have questions about what is required, timelines, or
anything else having to do with reporting.

OB :
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Documentation and Compliance Tips

Transactions not supported by documentation can be a disallowed cost that will be owed back to
the Corporation.

Familiarize staff with grant regulations, OMB Circulars and grant guidelines to ensure compliance.
All expenditures should contain documentation (i.e., brief descriptions, agendas, reports etc.)
that demonstrates costs are: reasonable, necessary, allocable, allowable, and adhere to grant
guidelines.

Ensure there is clear audit trail for all financial reports from accounting system to data submitted.
Delays in submitting FFRs may cause advance or reimbursement requests to be delayed until the
overdue FFR is received.

Apprise Program Officer of questions, concerns, issues, or developments related to the grant.

© Wit
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Documentation and Compliance Tips — continued

= Use these two documents to review specific requirements and procedures for financial

reporting:

Notice of Grant Award (NGA) Terms and Conditions, including any Special Conditions

RSVP Federal regulations [45 CFR 2553.73]

Retain Records: Data collected, including financial records, must be retained for at least three
years from the date the grantee submits the final FSR for the project period or three years past

the last audit, whichever is most recent. For exceptions, see 45 CFR 2541.420 or 45 CFR
2543.53.

O s .
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Acronyms:

http://www.nationalserviceresources.org/files/resource-1-acronyms 4-13-12.pdf

2012 Financial and Grants Management Institute:

http://www.nationalserviceresources.org/2012-financial-and-grants-management-institute

Glossary of CNCS Financial and Grants Management Terms & Definitions:

http://www.nationalserviceresources.org/files/resource-2-glossary 4-13-12.pdf

HHS PMS Information:

www.dpm.psc.gov/grant recipient/shortcuts/shortcuts.aspx?explorer.event=true

Sample In-Kind Contribution Form:

http://www.nationalserviceresources.org/mbi/femi2012/match-documenting-cash-and-in-kind

http://www.nationalserviceresources.org/files/match-ho1-in-kind-form-4-13-12.pdf

Step-by Step-Guide for Preparing the FFR in eGrants:

http://www.nationalserviceresources.org/videos/step-step-instructions-completing-federal-financial-report-ffr-

egra nts
O Mt
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