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I. Introduction and Values

A. Mission and Vision Statement

Council Mission: To advance public policy which leads to the independence, productivity and inclusion of people with disabilities in all aspects of society.
Council Vision: Hoosier Communities will be accessible, inclusive and respectful of all their members

Funded by: Developmental Disabilities Assistance and Bill of Rights Grants Program - P.L. 106-402 (DD Act) 

In order for the Governor’s Council for People with Disabilities (Council) to fulfill its mission and maintain integrity in all of its operations, it is imperative that standard policies and procedures be followed in administering the grants program.

The success of this agency in achieving positive outcomes in the lives of people with disabilities is based on a set of values, trust, and a mutual commitment between the Grantee, the Governor’s Council for People with Disabilities, and the Administration on Developmental Disabilities.

B. Council contact Information
A Council staff person will be assigned as project liaison to specific projects.  You will be notified of the name and contract information for your staff liaison and how to submit reports and claim vouchers.

C. Purpose of Manual
This manual sets forth the requirements for Council funded grants and contracts. It contains policies and procedures adopted by the Council and required by the DD Act and subsequent state rules and regulations. It also references federal documents and Budget Circulars which define policies and accounting practices that must be adhered to.

D. Management of Federal Funds: Grantees are responsible for following all applicable codes of federal regulation. http://www.gpoaccess.gov/cfr/retrieve.html
Grantees should review the information below and becomes familiar applicable cost principles dependent on its organizational type.

	
	Organization Type

	[bookmark: CostPrinciples]Applicable Cost Principles
Information provided by the Non Profit Resource Center.

	|_|
	Institutions of Higher Education

	OMB Circular No. A-21, Cost Principles for Educational Institutions


	|_|
	Hospitals

	Title 45 CFR Part 74, Appendix E, Principles for Determining Costs Applicable to Grants and Contracts with Hospitals

	|_|
	State and Local Governments

	OMB Circular No. A-87, Cost Principles for State and Local Governments


	[bookmark: Check4]|_|
	Nonprofit Organizations

	OMB Circular No. A-122, Cost Principles for Nonprofit Organizations


	[bookmark: Check5]|_|
	For-profit Organizations

	Title 48 CFR Part 31, Special Provisions for Grants and Subgrants to Commercial Organizations



II. Grant Monitoring and Reporting
A. Purpose
This program performance reporting system is designed to meet the requirements of HHS CFR Title 45, Part 74, and the Office of Management and Budget (OMB) Circulars applicable to Council Grantees.  The procedures place primary reliance on entities receiving grants under the program providing information to the Indiana Governor’s Council for People with Disabilities for administrative needs, including program accountability, congressional inquiries, news releases, Council publications, and other public information and access requirements. This data is crucial in assisting the Council in reporting outcomes, developing future strategic plans, and recommending public policy and proposed legislation.

B. Grant Monitoring and Reporting Requirements
As part of the grant reporting process, grantees shall be subject to the following requirements:
1. Make a presentation regarding the project at various conferences or meetings as requested by the Council
2. Be available for an unannounced or announced site visit of the project during which all records must be available for inspection, and/or interviews with staff and clients may be conducted
3. Quarterly meetings with staff project liaison, and initial contract meeting for new projects upon receipt of the initial signed contract.
4. Any other meetings deemed necessary by the Council to discuss an issue indentified by staff related to a project
5. Submission of Quarterly Reports
6. Submission of the Consumer Satisfaction Survey report by October 31 of each year the project is in force
7. Submission of evaluation information as determined by contract exhibit A, Duties of the grantee
8. Submission of products as determined by contract exhibit A, Duties of the grantee
9. Submission of the Yearly Final Closeout Report at the end of each contract period
10. Submission of copy of the yearly audit report for the organization and correction plan if one is required.

C. Project On-Site Visit 
The Council may conduct one or more on-site announced or unannounced visits, while grant activities are in progress, to assess the fulfillment of grant requirements and to assist Grantees in complying with fiscal and/or program contract requirements. On-Site Visits may be conducted by Council Staff Project Liaison, other personnel duly authorized by the Council or State/Federal Officials

D. Quarterly meetings
At the beginning of each project an initial meeting will be held at the Council office to discuss the Grants Management Manual, reimbursement process, and answer any questions. After the initial meeting, project staff and the Council staff liaison will meet each quarter during the life of the grant. Meetings may be on site, at the Council office, through SKYPE, or by telephone. At least two of the four yearly meetings will be face to face. 

E. Performance Based Outcome-Quarterly Report (attachment 1)
The quarterly report is used to monitor the implementation and outcomes of grants and to collect data for the purposes of reporting Council outcomes to our federal funding source and to the Council board. Each section in the report is self-explanatory.  If there are any questions regarding the report, please contact your Council staff project liaison.

Quarterly Reports are to be prepared by Grantee agencies based on data and information for the following reporting periods.  Reports must be postmarked or e-mailed by the due dates listed below in order to receive payment in a timely manner.  
Due dates for the Performance Based Outcome Quarterly Reports (the schedule also applies to the first report)
	Reporting Period 
	Reporting Deadline

	January 1 – March 31
	April 30

	April 1 – June 30
	July 31

	July 1 – September 30
	 October 31

	October 1 – December 31
	January 31



The last Quarterly Report and the Yearly Final and Closeout Report are due thirty days after the ending date of the contract. 

E. Consumer Satisfaction Reports (attachment 8)
The Council’s federal funding agency requires the annual submission of satisfaction reports from programs and projects funded through the Council. The report questions are established by the federal reporting system and are designed so results can be compiled across projects. Information must be collected no later than September 30 and the summary report is due on October 31 and may be submitted with the Quarterly Report

F. Yearly Final and Closeout Report  (attachment 9)
The Yearly Closeout Report is designed to collect general information about the overall project outcomes for the year and is due 30 days after the end of the contract unless otherwise specified in the contract language. Some questions may not be relevant to a particular project. The final claim may be sent with the closeout and final quarterly report but if needed, grantees may have an additional 30 days to submit the final claim unless otherwise specified in the grant.  Without written prior approval of an extension, claims received after the final claim date will not be paid. 

The Council may withhold an amount of the grant to be determined by the Council until all documentation, including match/leverage information; Yearly Closeout Report, quarterly report, all products, and other supporting documentation have been submitted and approved by Council staff.

All products agreed upon within the contract must be submitted to the Council office and approved prior to final payment being processed.  Please contact your Council staff project liaison if you have any questions.

G. Inventory of Equipment
All equipment items valued in excess of Five Hundred Dollars ($500.00) purchased with federal funds, remain the property of the Council.  The Grantee will report the purchase in a Quarterly Report, and provide a list in the Yearly Closeout Report. The Grantee will maintain inventory records of such equipment, attach identification markers to such equipment, and provide descriptions including serial and/or inventory control numbers to the Council. At the close of the project such equipment may, at the discretion of the Council, remain on loan to the agency, be returned to the Council, or be surplused by the Council. If an item on the inventory list still in possession of the grantee reaches the end of its useful life, the Council must be contacted for instructions on how to dispose of the item.
H. Submitting Reports
Failure to submit quarterly reports and other required documentation in a timely manner will have serious consequences including withholding payment and/or site visit to review project.  Late submission may also affect renewal consideration and/or result in termination of the current contract. Please submit reports to the Council office through one of the following means:
· E-mail the report in PDF, MS Word or Excel to Brenda Wade at bwade@gpcpd.org with a copy to your project liaison or;
· Mail a hard copy of the report and a CD containing the report in PDF, MS Word or Excel  to:
Brenda Wade, Executive Assistant
Governor’s Council for People with Disabilities
402 W Washington, Room E145
Indianapolis, IN   46204
III.	Obtaining Reimbursement
Regulations require that record keeping for federal and match funds and/or in-kind contributions must be in accordance with accepted accounting principles consistently applied.  Support records for project expenditures must be itemized in sufficient detail to show the exact nature and cost of the expenditures for each line item.  Source documents (cancelled checks, receipts, invoices, volunteer time records, etc.) should be retained in a form to support required fiscal reports and audits.



A. Drawdown Procedures
In order to drawdown funds for the grant, appropriate documentation with an original signature MUST be sent to the Governor’s Council for People with Disabilities, each time funds are requested by Grantees.

Grantees will submit a monthly request for disbursements to the Council for services provided, and the Council shall pay in arrears.  Grantees may not submit more than one request for disbursement for each month without Council approval.  Submitting requests for disbursements for multiple months at once will cause delay in payment process.  NOTE: The state process does not permit requests for expediting payments. 

B. Claim Vouchers (attachment 2)
At the top of the claim voucher, fill out the highlighted areas for required general information, including the federal ID number.
1. In the middle of the claim voucher, list the amounts being requested for the current drawdown by approved budget line items, and include the date.
2. At the bottom of the claim voucher, fill in the total amount requested, sign and date.

C. Monthly Statement of Project Disbursements (attachment 3, 4)  
1. Federal Funds 
a. Fill out the current approved budget amount for each budget line item in column (a).
b. Fill out the previous amount drawn for each budget line item in column (b).
c. Fill out the amount to be drawn down for each budget line item in column (c).
d. Total the year-to-date amount for each budget line item in column (d).  Column (d) = Column (b) + Column (c).
e. Fill out the remaining balance for each budget line in column (e). Column (e) = Column (s) – Column (d).
2. Match Funds 
a. Fill out the current budget amount for each approved budget line item in column (a).
b. Fill out the previous amount drawn for each budget line item in column (b).
c. Fill out the new drawdown amount for each budget line items in column (c).
d. Total the year-to-date amount for each budget line item in column (d).  Column (d) = Column (b) + Column (c).
e. Fill out the remaining balance for each budget line in Column (e).  Column (e) = Column (a) – Column (d).

D. Documentation for Requested Federal Funds and Match Funds 
1. Include a detailed summary for each expenditure line item both match and requested for reimbursement under the monthly statements of project disbursement  (Monthly Expense Documentation Form sample- attachment 5)
2. Indirect Costs/Costs for Grant Administration are paid on the basis of an approved allocation plan submitted with the grant application and approved by the Council 
3. Grantees MUST keep documentation of expenditures on file for audit such as receipts, invoices, time sheets of employees and volunteers including direct and indirect costs and match
4. Insufficient supporting documentation for requests for a drawdown may delay the payment process
5. Personnel reimbursement requests MUST include the following information:
a. Time period of the claim
b. Employee name
c. Employee’s salary (hourly or monthly rate)
d. Fringe benefits, if any (hourly or monthly rate)
e. Number of hours worked
Do not include actual time sheets with the drawdown submission.  All time sheets must be kept on file for audit and Council’s monitoring purposes.  For example, the Volunteer In-Kind Contribution Form (attachment 12) can be used for match record tracking and kept on file.
6. Travel: The Monthly Travel Expense Summary (attachment 6) is the support documentation used to claim travel expenses including staff, consultants and speakers. 
a. Travel expenses incurred by Grantees for the projects funded by the Council will be reimbursed in accordance with the State Travel Rules for mileage and subsistence allowance. See Overview: State Travel Guidelines (attachment 11) for the eligibility and rate of travel reimbursements for food and mileage.
b. Travel out-of-state may be permissible if the project warrants such travel and it can be shown to have a direct benefit to the project; however to be reimbursed, travel out-of-state should appear in the approved budget of the project. 
c. Grantees are responsible for getting the lowest possible rates for travel expenses, such as lodging, airfare, ground transportation, etc. 
d. Travel outside continental US, Alaska, Hawaii, Puerto Rico and cruises are prohibited. 
e. Travel expenses in excess of the State approved rates will not be reimbursed by the Council; however, they may be reported as part of match funds for the grant. 
Do not include individual Travel Reimbursement Requests (attachment 10) with the drawdown submission.  Approved Travel Reimbursement Request forms with attached receipts must be kept on file for audit and Council’s monitoring purposes.
IV.	Contract Modification Procedures
A. Introduction
At some point during the progress of a project, the contract may require a modification.  Possible reasons for requesting a modification are:
· Change of contract ending date,
· Change in project strategies, modification of an objective
· Reallocation of funds between approved budget line items in the contract;
· Change in any condition listed in the Technical Corrections to be negotiated grant application/contract
Modification requests are reviewed by the Council staff project liaison to determine if the Grantee has performed in a timely and responsible manner, if the proposed modification presents new problems in meeting federal or state regulatory or policy requirement, or if the request in any way changes the review factors, including points awarded, that initially led to funding.  Where the proposed modification significantly alters the project from the original agreement, the grant will be terminated.  A face-to-face meeting may be scheduled for further discussion.
All modification requests submitted to the Council need to be on the Project Modification Request Form (attachment 6) supplied by the Council with a signature of the Chief Executive Officer and the grant manager of the recipient.  After reviewing the modification request, the Council staff project liaison will provide a written analysis to the executive director of the Council, along with the submitted modification request and the justification provided by the project.
Once a decision is made, a memo signed by the Executive Director of the Council will be sent to the Grantee along with a copy of the modification request form indicating whether the request was approved, approved but modified, or not approved.  

In some cases depending on the type of modification (i.e. ending date extension), the contract may need to be formally amended in which case the change in terms must be incorporated into the states contract amendment process which requires state approval. If this is necessary the contract amendment form and instructions will be sent to the grantee along with the approved modification.

B. Project Modification Requests (attachment 7) 
All modification requests must be reviewed regarding fiscal feasibility and programmatic impact. There are three types of modifications: 1) no cost expiration date extensions, 2) budget reallocations and 3) changes in strategies.  When requesting a modification, Grantees must submit a detailed justification addressing the concerns listed in the Modification Request Form as an attachment. 
1. No Cost Expiration Date Extensions: If project strategies cannot be completed or cannot be fully drawn by its stated date, a request for modification of the expiration date, without additional costs must be submitted to the staff liaison. All extensions require the use of the official state contract amendment process. Since funds cannot be drawn after contract expiration, modification requests must be submitted to the Council’s office a minimum of sixty days prior to the expiration date. 

A modified project schedule with a detailed timeline for completing the project and a detailed justification as to why the extension is needed must be submitted as an attachment to the Modification Request Form.  It is the policy of the Council to permit changes in contract expiration dates only when the grantee can demonstrate:
· Delays could not have reasonably foreseen the delays and grantee acted responsibly and in a timely manner to minimize the impact of delays on the outcomes
· The Council was informed immediately upon learning that the project could not be completed within the time frame specified in the contract agreement
· All aspects of the project can be completed within a very short period of time after the original end date – usually not to exceed six months
· The extension will not significantly impact the Council’s ability to liquidate funds.
2. Budget Reallocations: Grantees may request changes in the budget if they are needed to meet unexpected expenses or due to lower than expected cost in some areas.  When requesting a budget modification, the Modification Request Form is submitted to the staff liaison along with the original budget and the proposed budget showing each line item that will be affected with detailed justification of all proposed changes including how the change will impact the original grant and the benefit of the change(s) to the project. 
3. Changes in strategies: Changes to the goal, major objectives or substantial outcome changes will not be considered. Minor changes to the scope of the project, adding or modifying an objective, changing or adding strategies may be requested if needed to fulfill the goal(s) and achieve the core outcomes of the project. The modification request includes, but is not limited to the following:
· Explanation of any impact on the original approved contract provisions.
· The steps taken to meet the original requirements and an explanation as to why the requirements cannot be fulfilled.
· Rational as to how the requested changes will result in achievement of the project goal(s) and major outcomes.
· A modified project work-plan with detailed justification for each proposed change.
· If needed, a proposed budget modification requesting reallocation of funds from a specific budget line item to another with justification
C. Effective Date of Modification
Unless otherwise communicated in writing to the Grantee by the Council, all modifications will become effective as of the date the modification agreement is signed by the executive director of the Council.

D. Note of Caution
When any modification is anticipated, the Grantee must also consider all of the ramifications of deviating from the original grant application/contract in force.  Grantees should carefully review the anticipated changes against all requirements to determine the full range of possible impacts including unanticipated expenses or even the possibility that the proposed project will no longer be eligible for funding.

After the first quarter of the contract period, modifications may be requested if deemed necessary for the success of the project.  Each request for modification is considered seriously, as this is a departure from the approved grant application and agreed contract.  It must be in concert with the established policies and procedures in this manual.
V.	Audit Requirements

A. Audit Costs
The budget for audit costs in the contract is based on the regular and average time a Certified Public Accountant (CPA) would spend in an audit if grantee records and related information are accurate and complete.  The Council will under NO circumstances reimburse the Grantee for the extra hours its CPA spends in an audit due to disorganization and unsatisfactory financial record keeping encountered during the audit.

Grantees must submit a copy of the audit report to the Council’s office for review. If the audit report shows no significant findings, which would affect the Grantee’s compliance, the Council will reimburse the Grantee for up to three fourth (3/4) of the approved audit costs. The Grantee will be responsible for at least one fourth (1/4) of the audit costs, which can be reported as match funds if it is not paid by another federal funding source.

If the audit report indicates the Grantee is out of compliance, only one half (1/2) of the approved audit costs would be reimbursed to the Grantee.  Grantees are responsible for submitting a corrective action plan on negative audit findings to the Council within 30 days of receiving the notice of audit results.

B. Types of Audits
1. OMB Circular A-133 Audit
Non-federal entities expending greater than $500,000 in federal funds, from all sources during a fiscal year, are required to be audited in accordance with the Circular A-133 requirements.  A copy of the A-133 audit MUST be submitted to the Council’s office.

2. General Audit Completed by Certified Public Accountants
Regardless of the grant amount received from the Council, Grantees who are not required to have OMB Circular A-133 audit MUST submit a copy of a general audit, completed by a Certified Public Accountant in accordance with the general accepted government auditing standards.  The audit report, for each fiscal year the grant is open and closed, must be submitted to the Council within sixty (60) of receipt.

3. Limited Scope Audit
The Council may require Grantees to have a limited scope audit of the Council contract strategies/funds completed by a Certified Public Accountant (CPA).

4. On-Site Visit by Council Staff Project Liaison, other Personnel Duly Authorized by the Council or State/Federal Officials
The Council may conduct one or more on-site announced or unannounced visits, while grant activities are in progress, to assess the fulfillment of grant requirements and to assist Grantees in complying with fiscal and/or program contract requirements. 
VI.	Model Project Design Dissemination Paper/Replication

If the contract calls for production and dissemination of a MODEL for replication, the following should guide you in preparing a kind of “cookbook product” (to be submitted in PDF, MS Word or Excel format and one hard copy):

A. What was the original concept?  Include the philosophy, projected cost, staffing pattern, recruiting method, and estimated volunteer role, needed training for staff and volunteers, expected client needs, expected number of clients, etc.

B. Why and how was that concept modified? As a result of the project experience?  Were there lessons learned that changed the scope or direction of the project?

C. What are the logistics of making a project successful?
1. Who should be approached first for support in terms of funding, influence, cooperating, etc?  This might include businesses, local officials, local and state organizations, consumer groups, etc.  Include contact information at local, state and/or federal levels.
2. What approaches seem to yield the best support from what sources?  (Support means money, people, time, space, clout, political credibility, community influence, etc.)
3. What were the staffing dynamics?  What should one look for in terms of time needed, skills, personality traits, etc, in staffing such a project?
4. What about agency/organizational dynamics?  What advantages or pitfalls can be expected to associate with location of the service in one kind of agency/organization compared with other potential choices?  Can the project be duplicated by a small agency or is a large organization necessary?
5. What were the expectations and realities about the nature of clients and their needs?
6. What kind of time frames should be anticipated for each of the steps or components of the project development process?
7. If you were about to initiate this project in another community, how would you go about it – each step from idea to full blown system?
8. Grantee will provide one print and an electronic copy of all manuals, policies, agreement, procedures, publications, Power Point presentation, graphics, training materials, etc, that were created or derived from the project. Such materials may be made available for public use through dissemination/replication etc. at the prerogative of the Council.


VII.	Continuation Grant (Projects with life of more than 1 year)
If appropriate, contracts will reflect either a multiyear term or renewal options over a period of 3-4 years.  This continuation policy does not apply to projects which provide a specific service to be delivered, with no changes in activities.

Exhibit A of the contract, Duties of the Grantee, reflects incremental steps (a plan), as to 1st year, 2nd year, and 3rd year strategies etc, building on each year with timelines and outcomes to be achieved. If applicable, duties will include strategies to reduce dependence on Council’s dollars during the 2nd and 3rd year phase with an eventual phasing out of Council funding. Depending on the project, the duties section of the contract may include development of a more detailed Yearly Implementation Plan. If required, Yearly Implementation Plans must be submitted 60 days prior to the expiration date of the contract. Once agreed on, the yearly plan will be signed by the Council and grantee and placed in the contract file.

Exhibit B of the contract, Budget reflects the entire period of the life of the contract. In some cases projects the first year budget may contain start-up costs and possibly some one time expenditures in the area of equipment and development costs, 2nd year may contain costs for additional strategies, and constant expenditures such as staff, rent and supplies etc. The second and third year budget will contain any cost associated with strategies to solicit funding from other sources and may also included a reduced allocation of Council funds.

Each year will be evaluated with regard to achievement of outcomes and progress toward the end goal.  At that time consideration will be given as to whether the plan should be adjusted, modified, or if the project should be discontinued due to the inability to achieve milestones that will lead to stated goals and end results.

VIII.	Noncompliance

A. Reduction in federal assistance may occur and payments may be suspended or the contract terminated if:
1. The Grantee fails to meet the requirements of the contract.
2. The Grantee fails to comply with all applicable State and Federal statutes, rules, regulations, administrative procedures, guides and manual and any amendments under this Agreement, including full compliance with Section 504 and 508 of the Rehabilitation Act; P.L> 101-496, the Developmental Disabilities and Bill of Rights Act, and the Americans with Disabilities Act, P.L. 101-336.
3. The Grantee fails to submit required programmatic or fiscal reports on time.

B. Payments due, but withheld for failure to submit required reports, will be processed only after reports have been received and approved.  No special consideration will be given in the processing of payment of a report that has not been submitted on time.

C. Suspension: If a grantee materially fails to comply with the terms of the contract, the Council may suspend the project, pending compliance.  Written notice of the suspension, accompanied by an outline of corrective action to be taken and effective date will be sent to the chief executive officer and project manager.  The suspension will remain in effect until the corrective action has been taken and verified.  No new obligations will be allowed during the term of suspension unless the Council has authorized them in the notice.  Payment of necessary and allowable obligations incurred prior to the suspension may be made.  Where corrective action is not taken in a reasonable time frame, a suspension may result in termination of the project with no additional funding support.

D. Termination: 

1. Termination of a project by the Council may result from insufficient Council funds as per the terms of the contract or gross or extended noncompliance.  The chief executive officer and project manager will be notified in writing of the effective date and terms of termination.

2. Termination of a project by the Grantee may occur with agreement of the Council based on sufficient and documented rationale cited by the Grantee.  The Grantee must request termination in writing, stating the rationale and date on which termination is desired.  The Grantee is still obligated to close out the books and submit final reports and all products due at the point of termination.

3. When a project is terminated, the Grantee shall not incur obligations after the effective date of termination and must immediately move to cancel all outstanding obligations.  Full credit will be allowed for the federal share of obligations that could not be canceled, and if expenses were properly incurred and not reimbursed previously.  The Council may seek legal recourse to recover funds determined to be inappropriately expended.

4. The Council will suspend a project and report findings to the Indiana Department of Administration when a deception/fraud is detected in any programmatic reports, financial statements, or audits. If fraud is confirmed, termination of the contract will be initiated. Consideration of deception/fraud could be, but not limited to the following:
· Management fraud, which involves senior management’s intentional misrepresentation of financial statements or any reports, theft, or improper use of grant resources, failure to report conflict of interest, or other ethics violations.
· Employee fraud, which involves non senior employee theft or improper use of grant resources.
· External fraud, which involves theft, or improper use of resources by people who are neither management or employees of the firm.
Please refer to the contract for other suspension and termination clauses.
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