Quick Tips for Better Grant Administration

Source Document: 2 CFR 200
Talk to your grantor – there are many ways to work within Federal rules to achieve a goal.  We are here – ask for help.  Call early, call often!
Upon getting your grant contract: 
· Make a copy for your files.
· Give a copy of the contract to others working on the project.
· Enter reminders for yourself (and others) of report due dates in advance of when they are due. Plan time for people to get data to you.
· Enter the end date of grant in your calendar and plan a meeting with your financial people a month before then.
· Remember to write activity reports as if they went to people who knew nothing. 
· Lack of timely and adequate reports endanger your chances of getting future grants.
· Bookmark the web page full of forms you may need.

People hired with grant funds:
· Time cards show hours worked that will be charged to the grant, certified by the employee.
· Such work must be as described in the grant proposal, and fulfill grant purposes. e.g. no fund raising or doing other jobs on grant time. 
· Certain costs must be covered; unemployment insurance tax for one.

Travel:
· Follow normal policy of grantee, or fiscal agent if grantee has no legal standing, if traveling for grant purposes.  
· Reimburse with either local normal amounts or federal rates, whichever is less. IRS mileage (http://www.irs.gov/Tax-Professionals/Standard-Mileage-Rates) or Government Services Administration (GSA) lodging and per diem (http://www.gsa.gov/portal/content/104877) rates can be found online.
· Lunches are only covered if the employee is on an overnight trip or left home prior to 6 am.

Purchases:
· Follow normal policy of grantee, or fiscal agent if grantee has no legal standing.
· Keep receipts and a copy of purchase orders. Send a copy when sending a claim for payment form. 
· Write in vendor and what the item was if it’s not readable.
· Grantees must enter items with an individual cost of $5,000 or more into inventory, and report that on an inventory form to the State Library. When the item is disposed of, the State Library should be notified.
· [bookmark: _GoBack]The State Library will work with IMLS for permission prior to the start of a grant to acquire single items valued over $5,000. 

Food:
· Food maybe provided to a group in a meeting under the following conditions:
· It is not practical to get everyone in and out of a restaurant in an hour and a half; or
· Restaurants are few and far away; or
· There is an educational presentation; or
· The agenda indicates a “working lunch” and the meeting does not stop long to eat.

· Food may be provided in a program if it is needed to attract and keep attendees – an example would be healthy snacks for children attending a library program after school.

Financial:
Claiming Grant Payments
The State Library’s Claim for Payment form is required and scans of invoice and receipts should accompany the form. Claims can be made in advance providing funds are spent out within 29 days and the receipts are sent with the next financial report. Most entities work on a reimbursement basis.

Inventory Requirements
Reports of property having a useful life of more than one year and an acquisition cost of $5,000 or more shall be made on a form supplied by the State Library and must be filed within 30 days of property receipt. A physical inventory of the property must be taken and the results reconciled with the property records at least once every two years.  Disposition of such property shall be in accordance with the disposition requirements of the State Library which include the filing of a disposition report for all such property.

Budget Revisions and Programmatic Changes
Grantees should work with the approved budget and approved plan for carrying out the grant project unless prior approval is obtained from the State Library.  Specifically, grantees must request a budget revision when transfers between cost categories in the approved grant contract exceed 10% of the total grant. Similarly, grantees must request prior approval of significant departures from approved project plans, including changes in the scope of the project, changes in project objectives, and changes in the project manager or other key project personnel. 

Audit Requirements
An A-133 Audit will be required if a grantee receives more than $750,000 in federal funds in any given fiscal year.

Record Retention Requirements
Keep records pertinent to an LSTA grant for three years after the end of the grant. Such records may be needed for audit purposes.
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