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The purpose of this policy is to establish departmental procedures for accessing and spending federal resources.

The goal of this policy is to ensure the Department’s compliance with federal regulations and state procedures for accessing federal funds.

Policy
All applications for federal funds shall be reviewed by the Bureau of Administrative Services prior to submission to funding authorities.

All applications made directly to federal granting authorities shall be filed with the Joint Committee on Federal Financial Assistance, the Secretary of the Executive Office, the State Budget Director, and the House and Senate Ways and Means Committees thirty days prior to the due date of the application.

Grant application shall be submitted to a funding authority at the direction of the Deputy Commissioner.

Interagency Service Agreements shall be completed by the Central Office Fiscal Unit (Fiscal Unit) upon review and approval of the programmatic content by the Deputy Commissioner.

The Fiscal Unit shall notify the Deputy Commissioner and grant applicants upon receipt of the resources in MMARS. 


The Fiscal Unit shall notify the Deputy Commissioner and the Director of Administrative Services of instances of significant variation between budget and actual spending.

Procedures
A.     Application

         1.
The programmatic component of the application shall be reviewed by the Deputy Commissioner prior to submission of the application.

         2. 
The budgetary component of the application shall be submitted to the Director of Administrative Services for review prior to submission. The review shall consist of the following:

a.
accuracy of mathematical computations used;
b.
adequacy of description of the calculations;
c. 
identification of “matching funds” requirements;
d. 
verification that matching funds are available in amounts required; and
e.
determination that grant requirements can be met within the context of available resources.

         3.
The application and a Request for Federal Grant Appropriation shall be forwarded to and reviewed by the Secretary of the Executive Office, the State Budget Director, the House and Senate Committees on Ways and Means, and the Joint Committee on Federal Financial Assistance upon completion of the grant.

         4. 
The application and request shall be submitted as described in #4 above at least 30 days before sending the application to the appropriate federal agency.

         5.
The Department shall provide a Notification of Intent to Apply for a Federal Grant along with the application to the reviewers listed in A3 if the grant is to be funded within the current fiscal year.

B.     Grant Administration

1. The individual receiving notification of receipt of a grant shall forward a copy of the notice to the Director of Administrative Services.

2. The Director of Administrative Services/designee shall review the notification to determine what steps are required to comply with the grant conditions and accept the resources.

3. The Director of Administrative Services shall notify the Fiscal and Contracts units of the grant and shall determine what steps are necessary to access and expend the resources available in the grant.

4. If necessary, the Fiscal Unit shall complete an Interagency Service Agreement (ISA), gathering programmatic information from the staff responsible for developing the grant application, and ensuring that the budget accurately states the planned expenditure for the resources to be made available. 

5. The Fiscal Unit shall forward the ISA to the Executive Office of Human Services and shall monitor the progress of the ISA through other agencies as necessary.

6. The Fiscal Unit shall notify the Deputy Commissioner and grant applicants upon receipt of the resources in MMARS. 


C.     Reporting

1. The Fiscal Unit shall prepare such fiscal reports as are necessary to meet the requirements of the granting authority.

2. The Fiscal Unit shall prepare other reports as may be necessary to assist Program/ grant Managers in effectively expending the resources.

3. The Fiscal Unit shall notify the Deputy Commissioner and the Director of Administrative Services of instances of significant variation between budget and actual spending.

D.     Modifications

1. During the course of the project, the program/grant manager shall review the program operation and shall make recommendations to the Deputy Commissioner for budget or program modifications.  

2. The Deputy Commissioner shall forward approved recommendations to the Director of Administrative Services.

3. The Director of Administrative Services shall ensure that contract or grant modifications are completed to reflect the approved changes to the grant.

4. The Fiscal Unit shall inform the Deputy Commissioner and grant managers upon funding authority approval of the grant amendment.

OUTCOME MEASURES/PERFORMANCE INDICATORS
· All grant applications comply with regulations requiring advance notice to oversight agencies.

· Program content of all grant applications is reviewed by the Deputy Commissioner.

· Budgetary content of applications are reviewed by the Bureau of Administrative Services.

· Applications and requests are submitted to the appropriate reviewing authorities at least 30 days prior to submission to a federal agency.

· Reports are filed on a timely basis as mandated by granting authorities.

(    The Fiscal Unit notifies the Deputy Commissioner and grant applicants upon receipt of resources in MMARS.

· The Deputy Commissioner and grant managers are notified by the Fiscal Unit of approval of grant amendments by the funding authority.

