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Youth Division
Grant Management Manual for the Title II Grant
Subgrantees of the Youth Division of the Indiana Criminal Justice Institute are required to maintain certain programmatic and financial standards throughout the duration of the grant cycle.  The following is a guide to assist you in the management of your grant.
Award Process

Once a grant has been approved it must go through several steps before is considered “activated” at ICJI.  Budget proposals may be reduced at the discretion of the State of Indiana. In the event the grant is awarded at a lesser amount than requested by the applicant, the applicant will be notified of the reduced award and will be required to submit a revised budget along with the signed grant agreement and returned to ICJI. These documents will then be sent through the state’s contract process.  Once the agreement has been returned, ICJI will send the grantee an award packet.  Each grant is assigned an award period for which it is open (Title II is a twelve month grant; October 1, 2010 through September 30, 2011)  A Grantee can begin obligating grant funds on the very first day of the award, even if an award packet has not yet been received.  Typically, the grant will be open before the grant agreement has been returned to ICJI.
Grant Agreement
Containing language that is pre-determined by the Attorney General’s office and the Indiana Criminal Justice Institute, this document serves as a contract between the Grantee and the state.  Once the Indiana Criminal Justice Institute Board of Trustees approves an award an individual on behalf of ICJI’s Youth Division will send the document to the Project Director and/or the alternate Point of Contact listed on the original grant proposal form.  The Grant Agreement requires the following signatures:

· Authorized Official for the Legal Applicant
· Authorized Official for the Fiscal Agent
Once the Indiana Criminal Justice Institute has received the signed agreement back from the grantee, the agreement will be sent through the State of Indiana Contract Process.  During the contract process, the agreement will be reviewed by representatives from the Indiana Department of Administration and the Office of Budget Management.  Once the document has been approved by the required authorities, the Indiana Criminal Justice Institute will send a grant award packet to each subgrantee.
In order to officially activate your grant award with the Indiana Criminal Justice Institute you must review and return several of the documents contained in the Award Packet.  Below is a description of the documents included in the Award Packet, as well as, a listing of the proper signatory authorities for each.

Award Documents for All Youth Division Awards:

Award Letter:  The Award Letter outlines all of the financial details concerning your award.  It also contains all of the general and special conditions that you will be required to follow as a subgrantee.  Please review all conditions carefully as the conditions can change form year to year. Grant recipients must meet ALL of the Special Conditions prior to release of any grant funds. Several subgrantees will find that they are required to submit budgetary revisions that will need to be implemented immediately prior to drawing down funds. Please verify any revisions and return it with your other signed documents.

· Authorized Official for the Legal Applicant- The person who is authorized to sign on behalf of the Legal Applicant for the Award.

· Authorized Official for the Fiscal Agent:  The person who is authorized to sign on behalf of the Fiscal Agent.

The document requires the signatures and printed signatures of the Authorized Official for the Legal Applicant and the Authorized Official for the Fiscal Agent. Do NOT change or alter the Grant Award Letter. If you believe a correction is needed, contact the Title II Program Manager.
Claim Voucher:  The claim voucher is the form (White and Yellow) that you will use to draw down the funds that you have been awarded.  ICJI will not release any funds to a grantee until a voucher has been submitted.  Claim vouchers should be submitted on a quarterly basis requesting release of funds as reimbursement from CJI to the implementing agency. Specific instructions for completing the form can be found on the reverse side of the voucher. When sending in a claim voucher a financial report along with supporting documentation will need to be submitted showing where the expenses were spent. Claim vouchers can not be processed if expenditures are not shown. Title II is a reimbursable grant, meaning that you need to spend the grant money before you send in a claim voucher. Sending in a claim voucher means you are ready to be reimbursed. CJI will provide you with one copy of the voucher; you will need to make additional copies to use throughout the grant period because claim vouchers are personalized for each program and therefore are not on the website. Please use the form provided, as altered or re-designed forms will not be processed. Funding obligations must be made prior to September 30th, 2011, and all outstanding expenses must be paid and the Final Financial Report filed with ICJI within no more than 45 days from September 30, 2011.  
Vendor Form (formally known as the Direct Deposit and W-9 form): All subgrantees will need to fill out this form if anything has changed from last year or you are a new applicant. The state no longer accepts the two separate forms and has now moved to just using one form. The form can also be located on the following website:  http://www.in.gov/auditor/2340.htm. This is a reimbursable process and we ask that you complete the enclosed vendor information form and return it to our office as soon as possible so we can have the most up-to-date information. Payments will be deposited in your account electronically. Please contact the Title II Program Manager if you have any questions about filling out this form.
Reporting Requirements

the following documents can be downloaded from the icji website: 

http://www.in.gov/cji/2656.htm
As a sub-grantee of the Indiana Criminal Justice Institute, you are required to report on various programmatic and financial activities of the program.  Failure to comply with the reporting requirements may result in revocation of your award.  Reports are due on a quarterly basis.  The following is a schedule of when all reports are due. Please note that the report due dates are NOT postmark dates. All reports must be submitted BY the report due date. For financial reports (and any corresponding claim vouchers) the recommended POSTMARK date is the 20th of each month.
	Report
	Quarter
	Dates Covered
	Report Due Date

	**Quarterly PR
	1
	October 1, 2010-December 31, 2010
	January 15, 2011

	Semi-Annual/Annual PR
	2
	October 1, 2010-March 31, 2011
	April 15, 2011

	**Quarterly PR
	3
	April 1, 2011-June 30, 2011
	July 15, 2011

	Semi-Annual/Annual PR
	4
	October 1, 2010-September 30, 2011
	October 15, 2011

	

	**Quarterly PR
	1
	October 1, 2010-December 31, 2010
	January 15, 2011

	Semi-Annual/Annual PR
	2
	October 1, 2010-March 31, 2011
	April 15, 2011

	**Quarterly PR
	3
	April 1, 2011-June 30, 2011
	July 15, 2011

	Semi-Annual/Annual PR
	4
	October 1, 2010-September 30, 2011
	October 15, 2011

	

	Final Financial
	
	July 1, 2011-September 30, 2011
	October 30, 2011


All reports are due to the agency on or before the report due date.  If the required reports are not submitted to the Indiana Criminal Justice Institute on time, the award will be frozen. 

All Quarterly and Final Financial Reports require an original signature from the Project Director and the Financial Officer.  Any reports not containing original signatures will be returned to the Project Director and a freeze will be placed on the award until the report is submitted with the correct signatures.

** Reports must be submitted regardless of program status or program expenses.

All Financial Reports (and Claim Vouchers) must be submitted via mail or in person. Electronic versions of financial reports or claim vouchers will not be considered valid. Valid original submissions must be mailed or brought to our office by the report due date in order to be considered valid. Failure to submit a valid financial report by the due date could result in your award being frozen.

All Narrative Progress Performance Reports must be submitted directly to the JJReports@cji.in.gov mailbox by the report due date. Other forms of submission including mailed originals, faxed copies, or e-mailed reports to individual state employee mailboxes will not be considered valid reports. Only valid submissions by the report due date via the JJReports@cji.in.gov mailbox will be honored.

If you have any questions regarding the Reporting Requirements of the Indiana Criminal Justice Institute Youth Division please contact the Title II Formula Grant Manager at 317-232-2032.
Completing Financial Reports
A Financial Report must be submitted every Quarter for which the grant is active.  All grantees are required to submit a Quarterly financial report, even if no funds were spent and/or drawn down.  Sections 1-4 of the financial report are the primary identifiers of the grant.   
	1.  GRANT NUMBER:
	10-JF-000
	2.  Project Period:
	10/01/2010-09/30/2011


	3.  Reporting Agency:
	Name of Implementing Agency


	4.  Report Number:
	x


	1st Quarterly
10/01/10-

12/31/10
	
	2nd Quarterly
1/1/11-

3/31/11
	
	3rd Quarterly

4/1/11-

6/30/11
	
	4th   Quarterly

7/1/11-

9/30/11


Grant Number: This is where the assigned Grant Number for the project should be filled in.  The Grant Number is located at the top of the Grant Award Letter.

Project Period:  Enter the award dates for the grant cycle.

Reporting Agency: Enter the name of the organization overseeing this particular grant award.

Report Number:  Place a “check mark” or “x” in front of the Quarter that the report covers.

The next section of the Report covers the Expenditures and Unpaid Obligations incurred during the quarter.  
	Category
	Approved Budget
	This Quarterly Expenditures
	Total Expenditures
	Unpaid Obligations (if applicable)
	Balance

	Personnel


	
	
	
	
	

	Contractual Services
	
	
	
	
	

	Travel


	
	
	
	
	

	Equipment


	
	
	
	
	

	Operating Expenses
	
	
	
	
	

	Total


	
	
	
	
	


Approved Budget:  Enter the total amount of funds, for each budget category.  This should match the budget summary from the approved budget summary on the grant proposal.
This Quarterly Expenditures:  Enter the total amount of funds spent in each budget category during the Quarterly for which you are reporting.
Total Expenditures:  Enter the total amount of funds spent from each budget category from the beginning of the grant period through the end of the Quarter for which you are reporting.

Unpaid Obligations:  Enter the amount of grant funds that have been obligated but not yet expended.  This amount should be reported in the unpaid obligations column until they are expended.  Once they are expended they should be categorized as an expenditure of that Quarter. * Final finance reports will only need to be turned in if there are unpaid obligations on the 2nd Quarterly finance report. This report will show that the obligations have been expended and the balance will be zero. 
Balance:  Enter the amount of funds remaining in each budget category.  DO NOT deduct the unpaid obligations from the balance until the obligations have been expended

The next section of the form is reserved for reporting the expenditures by funding source.

Grant Amendment REQUEST
A grant amendment is a change in the budget such as reallocation of funds. It is important to confirm the rate of your expenditures occasionally during the grant period to ensure the expenditures are on track so funds can be reallocated if necessary. Grant amendment requests may be submitted to the Youth Division any time during the grant prior to September 30, 2011.  Grant amendment requests may be approved to move funds from one authorized category to another, but a new spending category may not be added that may change the original purpose of the grant.  Any change in budget, total award, program or changes in grant funded staff must be requested to the Indiana Criminal Justice Institute in writing. All requests for programmatic and/or administrative budget changes must be submitted to the Indiana Criminal Justice Institute for approval.  All requests for changes to the approved award shall be reviewed by the Grant Manager, Division Director and Chief Deputy Director for applicability to federal guidelines and the contributions to project goals and objectives.  The Indiana Criminal Justice Institute requires that an amendment request be filed whenever a change to the original scope or budget on file needs to occur.  
Administrative Review: 
• Changes in Budget involving the transfer of funds from one category to another 

• Increase in funding less than 10% to the Total Project Cost 

• Increase in funding is less than $6,000 

Board of Trustees Review 
• Any significant Project Change 

• Increase in funding of more than 10% of the Total Project Cost 

• Increase in funding is more than $6,000 

The following are examples of when you may want to request a reallocation of funds: 

• If you were awarded grant funds to purchase a computer but found what you really need is a copier. You may want to reallocate funds from one area to equipment in order to purchase the copier, which costs more than the computer. 

• You discover you have extra funds in one category and not enough in another. If this happens, you may want to reallocate funds. 

The form requires that a narrative be completed to explain the requested changes and the justification for the change.  Be sure to include all details associated with the changes.  If additional information is needed, ICJI will contact the project director.

If budgetary changes need to be made, you must complete the Budget Detail Worksheet.

	D.  Travel and Per Diem
	Original Budget
	Current Budget
	Requested Revision
	Amended Budget

	OJJDP Training. – Denver, CO
	$ 1,400.00
	$ 1,400.00
	($ 1,400.00)
	$ 00.00

	Alternative to Detention Training – Denver, CO
	$ 00.00
	$ 00.00
	$ 1,100.00
	$ 1,100.00


Original Budget:  List the original budget proposed to the Indiana Criminal Justice Institute on the grant proposal.  

Current Budget: List the budget that was approved by the Indiana Criminal Justice Institute after the award was approved.  

Requested Revision:  List the Budgetary changes you would like to make to the award.  To denote a deduction of funds, you should place the amount in parentheses.

Amended Budget:  The new budget, should it be approved.

Once submitted, the Grant Amendment Request will be reviewed by the Grant Manger, Division Director and Chief Operations Officer.  After review is complete and a decision has been made, the Grant Manager will notify the project director via e-mail of the determination.  A copy of the front page of the amendment with the signatures will be forwarded and should be kept in the grant file.
Performance Measures and Performance Reporting

Performance Measures:  Performance Measures assist the Indiana Criminal Justice Institute in determining whether or not a program is meeting the goals and objectives set forth the grant proposal.  The Indiana Criminal Justice Institute uses the data collected on the Quarterly Performance Reports to determine the successfulness of the programs funded for that grant cycle.

All Grantees of the Youth Division of the Indiana Criminal Justice Institute are responsible for collecting data to complete the performance reports.  All Grantees are required to submit regular performance reports.  Failure to submit performance reports will result in a revocation of the award.

Program Evaluation Requirements
In order to determine the level of success of your project, you must make provisions to evaluate the project with an internal assessment.  Every program is responsible for creating an internal evaluation system to measure the successfulness of the program.  Evaluation allows program implementers examine the effectiveness of the program as well as to identify any deficiencies within the curriculum.

All Grantees of the Youth Division of the Indiana Criminal Justice Institute are required to develop a method of internal evaluation in the grant proposal.  The Indiana Criminal Justice Institute will examine this method during any desk reviews and at all site visits. 

Grant File Maintenance
All subgrantees of the Indiana Criminal Justice Institute are required to keep a grant file for each award they receive.  The grant file should contain, at a minimum, the following documents:
1. Copy of the Grant Proposal Form

2. Copy of all signed Award Documents

3. Copy of revised budget submitted to ICJI.

4. Copy of all Financial Reports.

5. Copy of all Performance and Programmatic Reports

6. Copy of any Grant Amendment Requests and all approved/denied grant amendments.

7. Copy of all submitted claim vouchers.

8. Closeout Confirmation sent by ICJI once the grant has been closed.
Failure to maintain a grant file could result in the revocation of the award and will negatively impact any future funding opportunities with the Indiana Criminal Justice Institute.

ICJI Monitoring and Site Visits
The Indiana Criminal Justice Institute is required to conduct regular Desk Reviews and site visits of all programs receiving Grant Funding.  When conducting these reviews, ICJI staff reviews all financial and programmatic information as well as any previous grant history.

Desk Reviews:  Desk Reviews are conducted at least two times during a grant cycle and are sometimes followed by a site visit.   During a Desk Review the Grant Manager overseeing the administration of the award will review the status of the grant file and follow up on any unresolved issues. The following items will be reviewed:

1. Proposal that was filed for the current cycle year.

2. All Performance Reports on file for the current grant cycle.

3. All financial reports on file for the current grant award.

4. Previous grant file and grant proposal.

5. Any additional information submitted to ICJI by the grantee.
Site Visits:  Site Visits are a necessary part of grant administration and are not necessarily conducted as a result of a negative finding during a desk review.  Every Grantee will receive a site visit at some point during the grant cycle.  Grantees will receive ample notice prior to the visit and will be notified of all required information before the visit.  The Grant Manager will ask that a questionnaire will be completed prior to the visit.  During a site visit the Grant Manager will review the following items:
1. Grant file for the last three grant cycles (if applicable).

2. Programmatic materials related to the administration of the program.

3. All Financial Records associated with the grant.

4. The daily activities of the program.

Grant Closeout
In order to close a grant award, all Financial Report and all performance reports must be on file at the Indiana Criminal Justice Institute.  All obligations must be made by the end of the last day of the grant period.  
4th Quarter and Final Financial Reports:  If at the end of the forth quarter a zero balance is reported a final financial report will not be necessary.  If the forth quarter financial report reflects any unpaid obligations a final financial report will be required. 

Financial Management Do’s and Don’ts 

This section is for recommended practices for fiscal management, some are federal guidelines and some are acceptable account practices. 
Do… 
• Contract with an accountant before an auditor. Both are accountants, but it is important to have set up your financial system before having the other inspect your proficiency in classifying resources and expenditures towards development of balance sheets and income statements. 

• Assure some separation of fiscal responsibilities. While you may not have the staff to accomplish this, another party should reconcile accounts and verify disbursements. 

• Immediately record all transactions. The end of the business day is adequate but waiting a week is inviting trouble. 

• Track the sources and expenditure of match funds or in-kind contributions. These must go towards the specific grant allowable activities. 

• Submit timely reports. This reflects on the reliability of the subgrantee and grantee. Untimely reports distort the accuracy of the overall grant financial position reported each quarter and could indicate poor monitoring of the funds. 

• Track grant funded equipment in your standard inventory procedures which include identifying present location and condition, acquisition cost, manufacturer’s model and serial number, and ultimate disposition. 

• Establish written procurement procedures. Minimum standards exist for federal funds. 

• Double check your math and verify your expenditures when completing quarterly reports. ICJI site visits may emphasize verifying a randomly chosen single month’s activities. Double checking data will help assure a good administrative history. 

• Utilize pre-numbered and sequential financial documents in order. 

• Keep accurate time and activity reports for all grant funded, or partially funded, positions. This is a common audit finding; many do not recognize these financial documents. 

• BUDGET! Each month provide your board treasurer and chairperson with the month’s fiscal report. This should show actual revenue and expenditure activity for the month and year to date. Explain any variance. Include next month’s projected activities and if the board does not ask for a financial report… provide it to them anyway. 

• Report modifications to your program manager. Use the approved ICJI Grant Amendment Request form for all budget changes. 

• Keep all receipts, receiving reports, invoices, checks, etc. Lack of documentation is one of the biggest audit findings. 

Don’t… 
• Hire a relative, even for a menial job, or hire your own consulting firm without a resolution from your board of directors. 

• Commingle funds! This is frequently misunderstood but is one of the most common audit findings. A simple way to assure you are not commingling funds is to identify the revenue source for each expenditure. The average bookkeeping program can trace this for you, even for multiple revenue sources. If you are not familiar with these, your accountant can set one up for you. 

• Overlook audit findings. Reportable conditions on the management letter generally can be informally corrected. 

• Claim expenditures for obligations beyond the funding period. 

• Hire an auditor or receive their report (when audits are requested) as that should be the function of the board treasurer or full board of directors. 

• Temporarily cover one grant’s expenditures with other grant funds. 

Tracking of Expenditures 

1. If your grant project includes equipment or furniture, follow your agencies procurement policy. If no policy currently exists, develop and adopt a policy. Then you must keep invoices with the description of the item, serial number, cost, etc. Label the item with a tag stating, “Purchased with Title II grant dollars”. 

2. If your grant project includes mileage, then you must keep a mileage log that includes dates, destinations, miles, and purchases. 

3. If your grant project includes operating expenses such as rent, utilities, and/or telephone, then you must charge only a pro-rated portion of these expenses. Example: if the grant is 10% of your budget, only charge 10% of these expenses. 

4. If your grant project includes training expenses, you must keep track of the training attended, dates and personnel that attended. 

5. If your grant project includes travel expenses, you must follow your agency policy regarding allowable expenses. Keep an itemized list of travel expenses, including amounts for airfare, hotel, ground transportation, and per diem. 

6. If a grant-funded position is vacant, you must notify the Division immediately and keep the Division informed of the hiring progress. 

7. If the project director leaves the agency, you must notify the Division immediately and keep the Division informed of the hiring progress. 

8. If the subgrantee experiences vacancy savings due to staff turnover or delay in hiring personnel, you must notify the Division immediately of the dollar amount and request a reallocation or reversion of funds. 

9. If the project is not operational within 60 days of the original start date, the agency must submit a report identifying the reasons for the delay, plan of action, and expected start date. 

10. If the project is not operational within 90 days of the original start date, the agency must submit a report identifying the reasons for the delay and ICJI reserves the right to cancel the contract. 

11. Any budget modifications must be submitted in writing on the approved Grant Amendment form to the Division for review before reallocating any additional funds. 

12. Any financial impropriety discovered must be reported to the Division immediately. 

Reversion of Grant Funds

All Title II grant funds must be spent or obligated by the end of grant period. If you determine you will be unable to expend all funds by the end of the grant period, it is imperative the funds must be returned to the Youth Services Division as soon as possible. You cannot carry over funds from one grant period to the next! 

In and Out of State Travel Guidelines 

Agencies that enter into contracts which provide for specific reimbursement of travel expenses must specify in the contract that travel reimbursement to persons under contract will be consistent with Financial Management Circular No. 2003-1.20
HOW IMPORTANT IS MY GRANT NUMBER?

Your Grant Number is vital in the administration of your grant through the Indiana Criminal Justice Institute (ICJI).  List your Grant Number on ALL correspondence with ICJI, and have it available whenever you call with questions about your grant. The current grant number will look like the following 10-JF-000.

Please contact the Youth Division for any other questions you may have






