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Introduction 
The purpose of this document is to provide guidance for 21st Century Community Learning Centers (21st CCLC) project directors to facilitate the financial management of 21st CCLC grants.  This Financial Best Practices Guide (FBPG) provides an overview of the fiscal audit process.  More importantly, it is intended to provide a 21st CCLC-specific background for new and veteran project directors in order to bridge the experience gap between project directors and business managers/accountants.  For business managers, it should clear up confusion with other federally funded programs such as Title I, which are similar in many ways to 21st CCLC, but have important differences.  The recommendations and requirements that follow are general enough to apply regardless of the type of fiscal agent that manages the grant funds.

Throughout the guide links are provided to specific documents that may be helpful to the project director and business manager/accountant when developing budgets, financial policies, and organizational financial practices.  The following links provide references to the federal regulations and cost principles that must be followed when administering the 21st CCLC grant: 
Education Department General Administrative Regulation (EDGAR):
http://www2.ed.gov/policy/fund/reg/edgarReg/edgar.html 
OMB Circular A-21, Cost Principles for Educational Institutions:
http://www.whitehouse.gov/omb/circulars_a021_2004 
OMB Circular A-87, Cost Principles for State, Local and Tribal Governments:
http://www.whitehouse.gov/omb/circulars_a087_2004
OMB Circular A-122, Cost Principles for Non-Profit Organizations:
http://www.whitehouse.gov/omb/circulars_a122_2004 
OMB Circular A-133, Compliance Supplement (March 2008):
http://www.whitehouse.gov/omb/circulars_a133_compliance_08_08toc/
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[bookmark: _Toc377032043]Understanding the Grant Funding 
The chart below describes the relationship from the federal funding source through the state to the local grantee and the contractors/vendors that may support the program.

Contractors/Vendors
· These terms can be used interchangeably
· May be contracted to perform one or more specific service by the local grantee
· Are not considered as a sub-grantee/sub-recipient
· Performance is measured by the Local Grantee, based on contracted services provided
Local Grantee
a.k.a. sub-grantee, sub-recipient of MDE 
· Local Education Agency (LEA)
· Faith and Community-based Organizations (CBO)
· The fiscal agent for the grant –responsible to MDE
· Performance is measured by MDE and grant specific objectives
Michigan Department of Education (MDE)
a.k.a. grantee of USED
· Receives and administers funds from the federal allocation
· Performance is measured by federal objectives and statute
United States Department of Education (USED)
· 21st CCLC are secured through Title IV, Part B, of the Elementary and Secondary Education Act
· Michigan receives an annual grant based on a federal formula


[bookmark: _Toc377032044]Budget	
Developing an approvable budget is the first step in facilitating the financial management of a Michigan 21st CCLC grant.  The proposed budget is entered into the MEGS+ annually and must be approved by the MDE 21st CCLC lead consultant before funds are released to the local grantee.  It will be very important to understand what costs are allowable and to set policies for staff and management in order to ensure expenses are well documented for reimbursement.  Information will be provided later in this document on the specific requirements and procedures for budget approval and expense reimbursement.

[bookmark: _Toc377032045]Allowable Cost
The federal cost principles provide guidance on allowable costs.  In order to be allowable for reimbursement, all costs must be necessary and reasonable for proper and efficient program administration and allowable under the federal and state guidelines.  A cost is reasonable if, in its nature and amount, it does not exceed that which would be incurred by a prudent person under the circumstances prevailing at the time the decision was made to incur the cost. 

When determining if a cost is allowable, consideration shall be given to:
· whether the cost is ordinary and necessary to the operation of the agency or to the performance of the grant;
· the restraints or requirements imposed by such factors as sound business practices, laws and regulations, and terms and conditions of the program;
· the market prices for comparable goods and services (it is recommended to compare prices for most purchases whether a formal bid is required or not);
· whether the individuals involved acted with prudence considering their responsibilities to the agency, the public at large, and the granting agency; and
· whether the costs were incurred in accordance with the agency's established procurement policy.

Only costs that are directly attributable to specific work under a grant or to the normal administration of the grant are allowable for reimbursement.  Costs that result in personal benefit are not allowable.

A cost is allowable to a program if the goods and services involved are assignable to the program in proportion to the relative benefits received.  For more information please review the 21st CCLC Allowable Costs PowerPoint.

Direct Costs - A direct cost is any cost that can be identified with a particular program or cost objective.  For example, the entire salary of an individual who spends all of his or her time working on a single program can be charged as a direct cost to that program.

Indirect Costs - Indirect costs are those costs that are incurred by an agency that are not readily chargeable to a particular program or function, but benefit all programs and functions operated by the agency.  Indirect costs are necessary to the overall operation of the agency, but a direct relationship to a specific program cannot be shown.  An example of an indirect cost might be the salary and related fringe benefits paid to the agency's accounting staff and/or the executive director.  A cost must be allowable in order to be allocated to Federal programs as an indirect cost.  Michigan’s 21st CCLC indirect cost rate is set at a maximum of eight percent (8%) or the negotiated agency/LEA rate of the awarded budget, whichever is lower.  Click here for an indirect cost calculator to assist in determining the maximum dollar amount allowable at the 8% maximum.  For more information on indirect costs review the MDE Indirect Cost Rate Instructions.  

[bookmark: _Toc377032046]Travel
Travel is an allowable cost if travel is needed to meet a specific cost objective.  The purpose of the travel should support a clearly defined need of the grant.  Travel expenses should be governed by: appropriate OMB Curricular; IRS regulations; the organization’s travel policy; and the 21st CCLC grant proposal.

Authorization for Travel - Travel shall be authorized in a timely fashion.  The grantee should be diligent in securing travel reservations (lodging, transportation, registration fees) in the most cost effective manner possible.  Travel plans should be approved by the grant project director and other appropriate authorities prior to travel.  The supervisor should review expense reports prior to their completion. Unallowable/unapproved travel expenses become the responsibility of the traveling individual.  A line item for travel must be present in the approved grant budget and support the reimbursed expenses.

Local Travel - Travel of one-day duration or less that does not involve air transportation or an overnight stay is usually considered local travel.  Organizations may have stricter definitions that must be followed.  Mileage outside of an employee’s normal commute to and from work (duty station) may be reimbursed at the current mileage reimbursement rate.  Additional costs to the employee (parking, tolls, taxi, and conference fees) are also reimbursable.  Meals for local travel are not reimbursable.  The supporting documents required for reimbursements related to travel should be outlined in an expense report policy and form.

Non-Local Travel - Travel that requires an overnight stay is usually considered to be non-local.  Organizations may have stricter definitions that must be followed.  Expenses related to this classification of travel may be reimbursable.  Conference, transportation and lodging expenses should be pre-arranged in a cost effective manner and are reimbursable at the reasonable and allowable rate paid.  Meals and mileage of a personal car are reimbursable at the Per Diem rate (see page 4).  The supporting documents required for reimbursements related to travel should be outlined in an expense report policy and form.
Per Diem rate defined- A predetermined amount of reimbursement that is typically established by the IRS/State (http://www.gsa.gov/portal/content/104877) for reimbursement of mileage, lodging and meals.  Agencies and organizations may have an established per diem rate. 

Lodging - There are two ways to reimburse or cap expenses related to lodging.  Grantees can use the IRS/State Per Diem lodging rate or reimburse at the actual lodging costs.  Under each method, grantees should seek out the government or lowest rate available and seek reasonable lodging.  The grant will only pay actual room rental costs supported by the hotel receipt for each day that lodging is required for business reasons. 

Grantees traveling to conferences, seminars, training sites or business meetings are authorized to directly book lodging with the hotel where the conference, seminar, training, or meeting is being held.  However, it is suggested that the grantee research other cost effective lodging options when attending an event held at a specific hotel. 

Transportation:
Air/Rail - Refundable or non-refundable, must be booked at the lowest applicable fare.  No reimbursement will be made at first-class rates.  As a general practice, business class accommodations may be booked for international flights of six or more hours of continuous flying.  However, where travel is governed by contractual obligations or budgetary considerations, economy fare may apply.

Upon completion of the trip, regardless of whether a reimbursement is due to the employee, the employee should submit the travel itinerary issued with the ticket with the completed expense report form.  In the event personal travel is done in conjunction with the business travel the employee must submit a price comparison. If the price of the flight is greater than the flight would have been for business only, the employee is responsible for the difference.

Personal Car - Reimbursement for mileage when a personal car is used must be issued at the current mileage rate determined by the IRS/State or organization policy.  Mileage reimbursement should be documented using a map service 
(e.g., Google Maps, MapQuest).  A map depicting mileage, should accompany the final expense report.  If an employee leaves from a personal residence and not the work place, the final mileage reimbursement should be determined by agency/organization policy.  If no policy exists the traveler should subtract the miles typically driven from the personal residence to the work place.  If air travel is less expensive for the specific destination, then the mileage rate will be reimbursed up to the amount of air travel.  For example, Jim wants to drive to Atlanta, as he does not like flying.  The mileage reimbursement would be $320 total.  A typical ticket from Detroit to Atlanta currently costs $260.  Jim would then receive mileage up to $260, if he still wanted to drive. 

Rental Car - The use of a rental car must be justified as an economical need and not as a matter of personal convenience.  When traveling in groups, sharing of cars should be practiced to minimize costs.  Grantees should also avoid any rental company refueling fees.  If the organization policy includes a procurement card for travel expenses, the procurement card may provide insurance coverage for rental cars when a rental car is justified. 

Taxis/Subway/Shuttles - Expenses for this type of travel may be reimbursed if it is utilized to travel to/from business related functions.  Taxi/Subway/Shuttle expenses for personal reasons during travel are not reimbursable.  Itemized receipts for this category of travel must also be included in the expense form. 

Expense Reports - A formal documentation method should be used to document all aspects of the trip regardless of when or how the expenses were incurred or paid for.  It should capture the following details (receipts must be itemized):

· Name of traveler (staff, parents, students)
· Reason for travel
· Mode of travel and cost
· Departure and arrival locations
· Actual travel time (departure and arrivals)
· Conference costs
· Conference agendas 
· Baggage fees
· Transportation costs (rail, rental cars, shuttles, bus, etc.)
· Meals (excluding alcohol)
· Internet

The expense report should be accompanied by original itemized receipts of all transactions related to all expenses incurred during the travel above.  If attending a workshop or conference an agenda and/or registration receipt should also be documented.  Upon return, the traveler, project director, and other appropriate authorities should sign and approve the expense report. 

Reference(s):
· Audit/Monitoring Process and Guidance http://www.michigan.gov/documents/mde/21st_CCLC_Audit-Monitoring_Process_PowerPoint_374450_7.pdf 	
· IRS Publication 463, (1. Travel) http://www.irs.gov/publications/p463/ch01.html 

Questions to Consider:  
· What policies and procedures does your organization have in place for travel?
· Do you have an approval process in place for travel?
· What type of insurance coverage does your organization offer when traveling (auto, travel, personal, etc.)?
· Do you have an expense report form that will aid in documenting travel expenses?

Our Program Information:
Allowable Cost - Travel

Description of policy/procedure:
Is there a policy/procedure in place to provide guidance?



Reference of policy:
Is this a board policy, internal operating procedure, other?



Location of document:
Where can this document be found?



Personnel responsible for document:
Who updates or changes this document?



Contact information: 
Who is the best person to ask questions about this policy?







[bookmark: _Toc377032047]Food
In general, providing food with 21st CCLC program funds is NOT an allowable cost.  Local grantees are encouraged to provide meals and snacks to students using the Child and Adult Care Food Program (CACFP).  Providing food or refreshments for adults with 21st CCLC funds must meet specific criteria.  Local grantees are encouraged to seek other resources for such expenses.

Snacks and Meals for Students
Michigan 21st CCLC programs are required to follow all of the rules and guidelines outlined in the Licensing Rules for Child Care Centers and the high-quality standards outlined in the Michigan Out-of-School Time (MOST) Standards of Quality which require that students enrolled in 21st CCLC after-school programs be offered a meal and/or snack after-school. 

The MDE does not allow 21st CCLC funds to be used to provide snacks and or meals to students.  The United States Department of Education 21st CCLC Non-Regulatory Guidance clearly states, “Funds will supplement, and not supplant, other Federal, State, and local public funds expended to provide programs and activities allowable under this program.”  CACFP provides a cash reimbursement to eligible public and private organizations for serving nutritious snacks and suppers to children through age eighteen participating in after-school care programs in low-income areas.  Since the majority of 21st CCLC programs serves students in schools with greater than 50 percent eligibility for free and reduced meals, the program is eligible for reimbursement for snacks and meals through CACFP.  

Snacks and Meals for Staff and Parents:
21st CCLC funds may only be used for costs that are reasonable, necessary, and allowable.  When planning meetings, grantees should carefully review the federal guidelines when considering whether or not to provide food.  Grantees must clearly document that hosting such a meeting, conference, or event is consistent with your approved 21st CCLC application, is necessary and reasonable to achieve the goals and objectives of the grant, and that the primary purpose is to disseminate technical information.  Please review this letter, including linked documents, from MDE. 

Reference(s):
· Child and Adult Care Food Program (CACFP)
	http://www.michigan.gov/mde/0,1607,7-140-43092_25656---,00.html 
· 21st CCLC Non-Regulatory Guidance
	http://www2.ed.gov/programs/21stcclc/guidance2003.pdf 


Questions to Consider:  
· Is there a plan in place for providing snacks and meals to students?
· Will the meals be prepared and provided by the organization or an outside vendor?
· Are there guidelines and policies in place for collecting menus, attendance, and any other requirements for meal reimbursement?
· Have all staff been trained on these policies and procedures?
· If food is to be provided to staff during staff meetings or professional development activities, does the event meet the requirements outlined by the USED? 
· If food is to be provided to adult participants (e.g., during parent meetings), is it necessary and reasonable to achieve the goals and objectives of the grant, and the primary purpose for the meeting is to disseminate technical information?



Our Program Information:
Allowable Cost - Food

Description of policy/procedure:
Is there a policy/procedure in place to provide guidance?



Reference of policy:
Is this a board policy, internal operating procedure, other?



Location of document:
Where can this document be found?



Personnel responsible for document:
Who updates or changes this document?



Contact information: 
Who is the best person to ask questions about this policy?



[bookmark: _Toc377032048]
Stipends and Gifts
Stipends
Historically, the USED has adopted the policy that the payment of students to participate in a program is unallowable because USED considers those students as paid employees of that program, not students receiving services.  This raises the question about whether or not these funds are taxable, eligible for Social Security, worker's comp, etc.  MDE will not approve payment of stipends of any kind to students or parents served in the 21st CCLC program.  Payments for work to any individual must follow all of the guidelines for salaries, wages, and benefits as described elsewhere in this document and adhere to all applicable laws and statues.  

Gifts and Incentives 
Incentives should be of "no intrinsic value.”  Gifts and incentives must not be seen as a form of payment to attend or participate in the 21st CCLC program.  Many programs have attendance policies that offer “rewards” to students for positive attendance.  Programs need to develop policies for these “rewards” to ensure that they do not use federal 21st CCLC funds that could be considered payment of any kind.  Gift cards may not be used at all, they are especially suspect because it is difficult to document how the funds are actually spent.  Community partners can play an important role in helping to determine who could provide these awards or incentives because they are not bound by the ethical considerations attached to federal funding. 

Questions to Consider:  
· Is there a policy in place for providing rewards and/or incentives to students and parent participants? 
· Does this policy strictly prohibit paying incentives, or giving gift cards to program participants?
· If awards or incentives are provided, how will awards be procured without expending federal 21st CCLC funds? 
· What guidelines and policies are in place for documenting rewards and incentives that are provided by an outside source?
· Have all staff been made aware of these policies and procedures?



Our Program Information:
Allowable Cost – Stipends and Gifts 

Description of policy/procedure:
Is there a policy/procedure in place to provide guidance?



Reference of policy:
Is this a board policy, internal operating procedure, other?



Location of document:
Where can this document be found?



Personnel responsible for document:
Who updates or changes this document?



Contact information: 
Who is the best person to ask questions about this policy?





[bookmark: _Toc377032049]Function Codes
Fiscal agents use function codes to record expenditures in broad areas of programs and activities.  The use of function codes provides for uniform reporting that can be used for comparative analysis between programs.  Function codes are structured on a three digit basis.  The first digit (starting in the hundreds position) designates the major activity category.  The middle and third digits are used to designate subsets of the major activity by narrowing the scope of that activity. 

For Example: All instruction is represented as a major activity designated with the number 100.  Instruction--Basic Program (110) is a subset of all instruction. Elementary (111), is a subset of 110, designating expenditures for a program for elementary students.  Function codes are defined in the Michigan Public School Accounting Manual and cannot be changed.  The Budget/Expenditures Function Code Description document can be found at www.michigan.gov/21stcclc and describes specific function codes and expenditures allowable in 21st CCLC programs.

Fiscal agents may assign additional codes to classify expenses and differentiate among funding sources.  It is important that all parties who are responsible for developing budgets and documentation of expenditures be made aware of all of the codes used by the fiscal agent and how these codes correlate to the approved MDE 21st CCLC budget for the grant.

Reference(s):
· Budget/Expenditures Function Code Description
http://www.michigan.gov/documents/mde/21st_CCLC_Function_Code_1_320605_7.pdf

Questions to Consider:
· Have the project director and the business manager/accountant reviewed the allowable function codes relevant to the 21st CCLC grant?
· Does each individual responsible for developing the grant budget and documenting expenditures know the correct agency codes? 
· Are all expenditures defined and explained in the budget detail so that everyone understands allowable expenditures?
· Are there local policies and procedures in place for tracking expenditures?



Our Program Information:
Function Codes

Description of policy/procedure:
Is there a policy/procedure in place to provide guidance?



Reference of policy:
Is this a board policy, internal operating procedure, other?



Location of document:
Where can this document be found?



Personnel responsible for document:
Who updates or changes this document?



Contact information: 
Who is the best person to ask questions about this policy?





[bookmark: _Toc377032050]Local Agency Share
MDE does not require a local agency share or match for the 21st CCLC program.  However, any cash or in-kind contributions to the program must be documented through a comprehensive internal tracking procedure.

[bookmark: _Toc377032051]Fees
In Michigan, 21st CCLC programs must be licensed as child care centers and are therefore eligible to collect child care subsidy for eligible students to support fees for services.  The program may charge fees to the participants of the 21st CCLC program; however, programs that charge fees may not prohibit any family from participating due to its financial situation.  The priority of the program to serve poor students and families could be compromised through charging of high program fees.  Programs that opt to charge fees must offer a sliding scale of fees and scholarships for those who cannot afford the program.  Income collected from fees must be used to fund program activities specified in the grant application.

[bookmark: _Toc377032052]Leveraging Grant Funds
MDE and the USED strongly encourage local programs to identify other sources of related funding.  The applicant should describe how all of these resources will be combined or coordinated to offer a high-quality, sustainable program.  Grantees must identify Federal, State, and local programs that also offer after-school services and that can be combined or coordinated with the 21st CCLC program to make the most effective use of public resources.  However, 21st CCLC funds awarded to local grantees must be used only to supplement (add to) the level of Federal, State, local and other non-Federal funds and not to supplant (replace) funds that would have been available to conduct activities if 21st CCLC funds had not been available.  It is very important to maintain clear and complete documentation of the uses of all funds used to support the 21st CCLC program.  Documentation should include attendance records for all students participating in the program.

[bookmark: _Toc377032053]Fundraising
Many 21st CCLC grantees would like to raise additional funds to support the activities of the program.  Some programs plan entrepreneurial activities for the students to participate in as part of the program as well.  It is very important to note that no program funds may be used to conduct fundraising activities.  All funds raised during program activities or supported by the program must be spent on the program for the current students within the current grant year.

Reference(s):
· 21st CCLC Non-Regulatory Guidance 
http://www2.ed.gov/programs/21stcclc/guidance2003.pdf
· Child Development and Care Program
http://www.michigan.gov/mde/0,4615,7-140-63533_63534---,00.html 

Questions to consider: 
· Does your agency/district have an internal process for documenting match (in-kind/cash/etc.?)
· Is program staff trained on policies and procedures as it relates to securing and using cash? 
· Do accounting records document that cash received is utilized within the grant year? 



Our Program Information:
Local Agency Share – Fees, Leveraging Grant Funds, and Fundraising 

Description of policy/procedure:
Is there a policy/procedure in place to provide guidance?



Reference of policy:
Is this a board policy, internal operating procedure, other?



Location of document:
Where can this document be found?



Personnel responsible for document:
Who updates or changes this document?



Contact information: 
Who is the best person to ask questions about this policy?






[bookmark: _Toc377032054]Sustainability Plans
Your program is funded for five years pending continuing federal appropriation and based on your successful progress in implementing the program.  It is critical that you begin now to think about how you are going to sustain the program after the federal dollars are exhausted.  The plans written into your grant proposal provide a good starting place.  MDE encourages you to work with your community partners and other stakeholders to identify and secure additional funding for your program.

Consider creative ways to sustain your program.  Grant dollars are not the only way to keep a 21st CCLC program alive.  Other programs have been successful with creating a sliding scale fee for participation or seeking other kinds of sponsorships.  Child care subsidy from the MDE Child Development and Care Program is another potential source of funding.  

If you are interested in pursuing additional grant dollars to sustain your program beyond the federally-funded years, many opportunities are available.  The MDE
21st CCLC listserv is a great way to stay informed about grant opportunities.  Several websites have sections devoted to grant opportunities for programming for children and youth.

Reference(s):
· 21st CCLC Non-Regulatory Guidance 
http://www2.ed.gov/programs/21stcclc/guidance2003.pdf

Questions to consider: 
· Does your agency/district have a sustainability plan? 
· Does your agency/district engage in grant prospecting and development to secure supplemental funding? 
· Does your agency/district plan for worst-case scenarios (i.e., federal budget cuts, loss of funding)? 



Our Program Information:
Local Agency Share – Sustainability Plans

Description of policy/procedure:
Is there a plan in place?



Location of document:
Where can this document be found?



Personnel responsible for document:
Who updates or changes this document?



Contact information: 
Who participated in the development of this document?


[bookmark: _Toc377032055]Procurement and Purchasing
[bookmark: _Toc377032056]Contracted/Vendor Services
Contractors (a.k.a. "Vendors")
Contracts may be entered into by a 21st CCLC grantee to provide goods or services needed by the grantee that it cannot carry out on its own.  In the case of federal programs, the contractor is not responsible for carrying out the responsibilities and complying with the requirements of the federal program - that remains the ultimate responsibility of the 21st CCLC grantee.  Instead, the contractor is responsible for providing the specific services, or delivering the specific goods, that are articulated in the contract or Memorandum of Understanding (MOU) as designated by the grantee.  Of course if a grantee wishes to use federal funds to support a contract, the contracted goods or services must be allowable under the 21st CCLC grant.  

The 21st CCLC grantee as the fiscal agent is responsible to ensure that contractors are in compliance with federal regulations and applicable laws.  A signed contractor agreement should be kept on file that includes: name of contractor; contact information; scopes of services to be rendered; payment timeline; contract beginning and end date; language regarding contract termination procedure by either party; and language referring to equal opportunity employment practices, as applicable.  Contractor agreements are signed annually (even for on-going vendors). 

Often an MOU may be used in place of a contract when services are provided by vendors.  Your organization will likely have policies in place for creating such contracts or MOUs.  There are several sample contracts/MOUs included in the appendices of this document.  The Michigan 21st CCLC Project Director Resource Guide and Local Evaluator’s Guide may also be helpful resources when developing contracts and MOUs. 

Michigan 21st CCLC project directors have found it helpful to share vendor information peer-to-peer and may consult with one another when contemplating vendor contracts.  

[bookmark: _Toc377032057]Conflict of Interest
The grantee must maintain a written code of conduct governing the performance of employees that award and administer contracts.  This code must address conflicts of interest.  Specifically, the EDGAR defines a "conflict of interest" as arising when any of the following has a financial or other interest in the firm selected for award:
· The employee, officer or agent.
· Any member of that person's immediate family.
· That person's partner.
· An organization which employs, or is about to employ, any of the above or has a financial or other interest in the firm selected for award.
· A grantee's officers, employees or agents are not permitted to solicit or accept gratuities, favors or anything of monetary value from contractors, potential contractors or sub-contractors.  Grantees may set rules allowing an employee to participate in a procurement transaction where the employee's financial interest is not substantial, or allowing a gift when the item is unsolicited and of nominal intrinsic value.

The written code of conduct must provide for penalties, sanctions or other disciplinary actions for violations by the grantee's officers, employees or agents, or by contractors or their agents, to the extent permitted under state and local law.  The awarding agency may establish additional rules prohibiting real, apparent or potential conflicts of interest.

[bookmark: _Toc377032058]Federal Debarment Certification
All 21st CCLC grantees must ensure that no vendors or contractors, receiving $25,000 or more, have been debarred from receiving federal funds.  

The following information is provided from the Federal Debarment Policy:  
Federal Executive Order (E.O.) 12549 "Debarment and Suspension” requires that all contractors receiving individual awards, using federal funds for $25,000 or more, and all sub-recipients (21st CCLC grantees) certify that the organization and its principals are not debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded by any federal department or agency from doing business with the federal government.  Transactions on funds 142 through 152 (most notably 144) must be cleared of federal debarment before an award is made.  Delegated agents will maintain debarment status documents in their department for items purchased within the scope of their delegation. 

No award is to be made before debarment status has been reviewed and approved.

Grantees should adhere to the following procedures when contracting with vendors to provide goods or services:

· Require debarment certification:  A statement from a vendor or service provider that their company and its principals have not been debarred, suspended, proposed for debarment, declared ineligible, are not currently in the process of being debarred, or are voluntarily excluded from conducting business with a federal department or agency of the federal government.  This certification can take the form of a signed letter or a signature block within a procurement document or academic support services agreement.

· Check Debarment Status on the Web:  The process by which an agent checks the federal website to see if a vendor is on the government list of debarred vendors.

· For releases over $25,000 using federal funds against established contracts, where a certification is already on file, the federal debarment website should be checked to verify the vendor’s continued favorable debarment status before funds are released.
· Vendors/contractors known to be debarred will have their vendor status changed to “inactive” and “ineligible” in the grantees purchasing services vendor files. 

Reference(s):
· OMB Curricular:  OMB Circular A-110 – Procurement Standards (.40 - .48) http://www.whitehouse.gov/omb/circulars_a110 	
· Electronic Code of Federal Regulations, Part 80—Uniform Administrative Requirements for Grants and Cooperative Agreements to State and Local Governments:
http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr&SID=086932763f55a79ee96960031ae55099&rgn=div5&view=text&node=34:1.1.1.1.26&idno=34#34:1.1.1.1.26.3.132.13
· System for Award Management (review/look-up debarred entities) https://www.sam.gov/portal/public/SAM/#1  
· Michigan 21st CCLC Project Director Resource Guide: http://www.michigan.gov/documents/mde/PD_Resource_Guide_-_Edition_2_363104_7.doc 
· Michigan 21st CCLC Local Evaluator Resource Guide: http://www.michigan.gov/documents/mde/Local_Evaluator_Guide_-_Second_Edition_390573_7.docx

Questions to Consider:
· Is there a process in place for determining which services will be provided by contractors?  
· What is your agency/district process for procuring contracted services?  How often is the process modified/updated?  Are written policies and procedures in place? 
· Are W-9 forms maintained for independent contractors/consultants?  Are 1099s issued as required by IRS? 
· Is there an internal policy/cost threshold for requesting proposals for contracted services?
· How do you ensure and document that the vendors are not suspended or debarred from federal grants? 
· What documentation do you keep on file for contracted services when services are rendered and paid? 
· Do you conduct criminal background checks on contracted personnel?
· How will contractors be screened and evaluated?
· Is there a contract template that must be adhered to for this agency?
· How often are contracts negotiated?
· Who in the agency must approve contracts?
Our Program Information:
Procurement and Purchasing - Contracted/Vendor Services

Description of policy/procedure:
Is there a policy/procedure in place to provide guidance?



Reference of policy:
Is this a board policy, internal operating procedure, other?



Location of document:
Where can this document be found?



Personnel responsible for document:
Who updates or changes this document?



Contact information: 
Who is the best person to ask questions about this policy?


[bookmark: _Toc377032059]Equipment, Supplies, and Inventory 
[bookmark: _Toc377032060]Equipment
The federal government defines equipment as tangible non-consumable personal property, charged directly to the grant and having a useful life of more than one year and an acquisition cost of $5,000 or more per unit.  However, lower limits may be established consistent with agency/organization policy.  Examples include office equipment and furnishings, telephone networks, information technology equipment and systems, air conditioning equipment, reproduction and printing equipment, and motor vehicles.

EDGAR requires that you maintain controls over equipment through an inventory management system.  These include:

· Property Records:  Records that document the location and use of equipment.

· Control System:  A control system that ensures adequate safeguards to prevent loss, damage, or theft.  Any loss must be investigated by the grantee.

· Adequate Maintenance of Equipment:  Ensure adequate maintenance procedures to keep equipment purchased with federal 21st CCLC funds in good condition.

· Disposition of Equipment:  Section 80.32(e) of EDGAR establishes specific rules for disposing of equipment, depending on what it was used for and its value.

Note: Sections 623a and 1274 of the Revised School Code establish a base above which competitive bids must be obtained.  Individual organizations and/or school districts may impose a lower base.

[bookmark: _Toc377032061]Supplies 
Supplies are tangible personal property that are not considered equipment. Generally, they do not cost much and are used fairly quickly (e.g., pens, ink, paper).  Generally, supplies do not have to be recorded in an inventory management system; however, you must maintain enough information about their purchase to prove all costs were necessary and reasonable.  If a grantee has unused supplies that in total have a fair market value of more than $5,000 at the end of their grant, these should be used for another project that is supported with federal funds (see Grant Closure, page 50).  If they are not needed for another federally supported project, then the grantee must compensate MDE for its share of the value of the supplies.

Supplies are addressed in Section 80.33 of EDGAR for state and local governments and Section 74.35 for IHEs and non-profits.
[bookmark: _Toc377032062]Inventory 
The book, Federal Education Grants Management: What Administrators Need to Know (Cowan, et al., 2005, pages. 61-63) in the section; Practical Advice Regarding Inventory Management for Items Purchased with Federal Funds, has some good advice regarding inventory for federal grants. 

“As with financial management and procurement systems, the need to show compliance with fundamental cost principles shapes inventory systems.  On a practical level, it is easy to understand that if a recipient cannot find an item purchased with federal funds, or cannot account for how an item purchased with federal funds was used, it becomes very difficult to prove that the expenditure on the item was necessary, reasonable, allocable and legal.  Therefore, ED [United States Education Department] monitoring reports appear to be holding recipients of funds to a higher standard even than the standards contained in EDGAR.  In essence, all recipients of federal funds are well-advised to think about how they will track all ‘items’ purchased with federal funds, regardless of value.  In short, if a recipient cannot find items and explain how they were used to benefit the federal program (e.g., prove that the items were allocable to the federal program), the recipient risks an audit or monitoring finding. The practical advice below is based on recent ED findings in audit and monitoring reports.

1. Maintain an updated inventory management system to locate equipment purchased with federal funds.  Many monitoring findings indicate that recipients could not locate equipment purchased with federal funds through their inventory management system.  Accordingly, as threshold matter, recipients of federal funds should ensure that their inventory records are up-to-date so that recipients can account for all items purchased with federal funds at any given time.  When ED auditors or monitors come for a site visit, they typically request a printout of the property records so they can select specific items to locate and test the accuracy of the property records.  Accordingly, records need to be kept as up-to-date as possible.

2. Ensure a system is in place to track all items purchased with federal funds, even items below the formal equipment definition.  Even though certain items may not cost enough to meet the formal threshold for the definition of equipment (such as laptops, which generally cost less than the equipment definition threshold), auditors and monitors want to ensure that these types of items appropriately accounted for so that ED can analyze whether the expenditure was consistent with the cost principles.  ED also is monitoring entities to ensure that they are exercising proper internal controls over items purchased with federal funds. 

3. Adequate sign-out procedures must be followed for items that are portable.  Several monitoring reports had findings that entities did not have adequate control procedures in place for items that could be "checked out" and used off-site, such as computers.  ED demanded that, as corrective action, these entities develop policies to ensure that items that are purchased with federal funds and taken away from their signed location are subject to formal "check out" procedures intended to ensure that the person checking out the item is accountable for its proper custody.

4. Items must be adequately tagged.  Recent monitoring reports also contain findings regarding the insufficient tagging of items where items were either not tagged or were tagged in a manner where the identification could be easily removed.  As a corrective action, ED required entities to ensure that items are tagged in a manner that identifies the equipment and that the tags cannot be easily removed.”

Note:  According to EDGAR, a control system must be in effect to insure adequate safeguards to prevent loss, damage, or theft of equipment.  Any loss, damage or theft of equipment shall be investigated and fully documented.  The grantee should promptly notify MDE.

Reference(s): 
· Federal Education Grants Management: What Administrators Need to Know; Practical Advice Regarding Inventory Management for Items Purchased with Federal Funds (Cowan, et al.):
Thompson Publishing Group, Incorporated, 2005, ISBN-13: 9781930872394
· Equipment and Materials Use Beyond a Period of Obligation for 21st Century Community Learning Centers Grants:
http://www.michigan.gov/documents/mde/Revised_Equipment_Materials_Use-13_416671_7.pdf
· MDE Competitive Bid Threshold (FY 2014):
http://www.michigan.gov/documents/mde/Competitive_Bid_Threshold_333257_7.pdf 
· Summary: What Grantees Need to Know:
http://www.michigan.gov/documents/mde/Summary-What_Grantees_Need_to_Know_203373_7.pdf
· School District Equipment:
https://www.michigan.gov/documents/mde/NAFEPA_Article_-_School_District_Equipment-_FINAL_342345_7.pdf


Questions to Consider:
· What threshold does this agency use for competitive bids?
· What inventory management system is in place?
· Who will maintain an accurate inventory of all items purchased with federal 21st CCLC funds?
· Where is this inventory kept?
· What procedures are in place for “checking out” portable items?
· Are all items labeled with permanent tags that cannot easily be removed?

Our Program Information:
Procurement and Purchasing – Equipment, Supplies, and Inventory

Description of policy/procedure:
Is there a policy/procedure in place to provide guidance?



Reference of policy:
Is this a board policy, internal operating procedure, other?



Location of document:
Where can this document be found?



Personnel responsible for document:
Who updates or changes this document?



Contact information: 
Who is the best person to ask questions about this policy?


[bookmark: _Toc377032063]Staff/Payroll
Michigan 21st CCLC programs are required to follow all of the rules and guidelines outlined in the Licensing Rules for Child Care Centers and the high-quality standards outlined in the MOST Standards of Quality.  These documents provide guidance on appropriate staffing to guide grantees in hiring and retaining high-quality program staff.  Personnel Costs (salaries and benefits) must agree with the general ledger payroll accounts for all federal grant programs.  All personnel costs for work performed must be within the grant period.  Personnel costs must comply with the employment contract which indicates the annual salary scale for the grant period.  There must be written policies and procedures on recording time distribution for employees who work on one or more federal awards or cost objectives (see Time and Effort Logs/Personnel Activity Reports, page 31). 

Reference(s): 
· 21st CCLC Allowable Costs Power Point: http://www.michigan.gov/documents/mde/21st_Century_Allowable_Cost_283589_7.pdf 
· Audit/Monitoring Process and Guidance Power Point:   http://www.michigan.gov/documents/mde/21st_CCLC_Audit-Monitoring_Process_PowerPoint_374450_7.pdf 

Questions to Consider: 
· Where and by whom are payroll records maintained? 
· Is there supporting documentation (i.e., Time and Effort Logs) to support payroll records? 
· Is there a process in place for verifying accuracy of payroll information and time and effort records? 


Our Program Information:
Staff/Payroll 

Description of policy/procedure:
Is there a policy/procedure in place to provide guidance?



Reference of policy:
Is this a board policy, internal operating procedure, other?



Location of document:
Where can this document be found?



Personnel responsible for document:
Who updates or changes this document?



Contact information: 
Who is the best person to ask questions about this policy?

[bookmark: _Toc377032064]Job Descriptions/Pay Rates/Contracts
The Michigan 21st CCLC Project Director Resource Guide offers sample position descriptions and tips for hiring.  The grantee/fiscal agent is responsible to ensure that all program staff meet these requirements.  The district/agency should maintain employee compensation information in writing with updates to information documented.  Employees must have written job descriptions which are up-to-date.  Regular evaluations should be conducted and documented for each employee.

Reference(s):
· Michigan 21st CCLC Project Director Resource Guide: http://www.michigan.gov/documents/mde/PD_Resource_Guide_-_Edition_2_363104_7.doc

Questions to Consider: 
· Does your agency/district maintain a written salary and grade chart or bargaining unit step information to ensure that 21st CCLC teachers and para-professionals are paid wages comparable to general program staff? 
· Does each employee have an updated job description signed by the employee and immediate supervisor on file?
· Are employee contracts on file? 
· Does payroll information document wages? 
· Do you have a process in place for regular written evaluation of employees by their respective supervisor?
· 

Our Program Information:
Staff/Payroll – Job Descriptions/Pay Rates/Contracts

Description of policy/procedure:
Is there a policy/procedure in place to provide guidance?



Reference of policy:
Is this a board policy, internal operating procedure, other?



Location of document:
Where can this document be found?



Personnel responsible for document:
Who updates or changes this document?



Contact information: 
Who is the best person to ask questions about this policy?


[bookmark: _Toc377032065]Time and Effort Logs/Personnel Activity Reports
[bookmark: TineandEffort]All employees whose compensation is paid, in full or in part, with federal funds must maintain Time and Effort Logs.  Time and Effort Logs must be maintained in order for the grantee to charge employee compensation costs to federal grants.  Compliance with these procedures prevents disallowance of salary and wages charged to federal grants.  The grantee/fiscal agent is responsible to ensure that all employees paid with federal funds adhere to procedures for documenting Time and Effort Logs or Personnel Activity Reports (PARs).  These procedures also apply to employees paid with non-federal funds that are used as a match (or in-kind contribution) in a federal program.

Cost Objectives
A cost objective is defined as a federal grant award, or other category of costs a fiscal agent uses to track specific cost information.  For 21st CCLC grants, a district/agency must track the time employees spend on particular activities within the grant in order to demonstrate compliance with federal requirements.  Full-time  21st CCLC employees may work for only one cost objective while some employees may work part-time for one federal or local program and part-time for another.  An individual grant program may have more than one cost objective.  Determining cost objectives requires careful reading of the programmatic provisions in the statute providing the funds.  Employees should contact the payroll representative or project director if they need assistance determining the cost objectives on which they work.

Single Cost Objective Employees
An employee who works on a single cost objective must complete a semi-annual certification that indicates the employee worked solely on that cost objective for the period covered by the certification.  The certification must be prepared at least every six months.  Either the employee or a supervisor with first-hand knowledge of the work performed by the employee must sign the semi-annual certification.  If the supervisor has first-hand knowledge of work performed by several employees each working on a single cost objective, the supervisor can use a blanket certification that lists all of the employees, the program that they worked on, and the period covered.

A semi-annual certification must:
· Be executed after the work has been completed;
· Identify the cost objective (i.e., percent of time or FTE spent on grant funded activity);
· State that the employee worked solely on activities related to a particular cost objective;
· Specify the reporting period;
· Be signed by the employee or a supervisor with first-hand knowledge of the work performed by the employee; and
· Be dated.


Multiple Cost Objective Employees
Employees working on multiple cost objectives must maintain Time and Effort Logs/ PARs or equivalent documentation indicating the amount of time spent on each cost objective for the period covered by the log.  The PARs or equivalent documentation must be prepared at least every month.  The employee must sign the PAR or equivalent documentation.

A PAR or equivalent documentation must:
· Be executed after the work has been completed (projections of how an employee is expected to work or position descriptions are not sufficient);
· Account for the total activity for which each employee is compensated, including part-time schedules or overtime (total activity means all of the time an employee works, not just the amount of time worked on a federal program);
· Identify the cost objectives (i.e., grant in which activity was spent); 
· Specify the reporting period;
· Be prepared at least monthly and coincide with one or more pay periods;
· Be signed by the employee (unlike a semi-annual certification, a supervisor’s signature alone is not sufficient); and
· Be dated after the fact (when the work has been completed).

Reference(s):
· Personnel Activity Reports (PARs) Example A – State of Michigan: http://www.michigan.gov/documents/mde/TE_PARS_example_387946_7.xls 
· Clarification Regarding Semi-Annual Certification, Split-Funded Personnel and Personnel Activity Reports for Federal Funds: http://www.michigan.gov/documents/mde/OFS_Clarification_380110_7.pdf 
· Time and Effort Reporting and Approval Sample Form – State of Michigan:  http://www.michigan.gov/documents/mde/Time_Effort_Reporting_387945_7.doc 

Questions to Consider:
· Is there a semi-annual certification completed and on file for each 21st CCLC funded employee? 
· Does your program maintain time and effort logs (i.e., timesheet, activity log)? 
· Where and by whom are these documents maintained? 
· Is there a process in place for verifying and approving employee Time and Effort Logs? 
· Do payroll records support Time and Effort Logs? 


Our Program Information:
Staff/Payroll – Time and Effort Logs/PARs

Description of policy/procedure:
Is there a policy/procedure in place to provide guidance?



Reference of policy:
Is this a board policy, internal operating procedure, other?



Location of document:
Where can this document be found?



Personnel responsible for document:
Who updates or changes this document?



Contact information: 
Who is the best person to ask questions about this policy?


[bookmark: _Toc377032066]Training Logs
Training documentation must reflect the training that is funded by the approved 21st CCLC grant budget.  Licensing Rules for Child Care Centers define minimum required training in the link below. 

The center shall keep veriﬁcation of all professional development education or training on file, as required by these rules.

Reference:
· Michigan Child Care and Education Professional Development Record: http://www.michigan.gov/documents/dhs/DHS-BCAL-4591_280503_7.dot

Questions to consider:
· Does the program have a yearly training plan and approved budget in place to ensure that licensing requirements are met?
· Do you have a plan in place for tracking the training hours per staff? 


Our Program Information:
Staff/Payroll – Training Logs

Description of policy/procedure:
Is there a policy/procedure in place to provide guidance?



Reference of policy:
Is this a board policy, internal operating procedure, other?



Location of document:
Where can this document be found?



Personnel responsible for document:
Who updates or changes this document?



Contact information: 
Who is the best person to ask questions about this policy?


[bookmark: _Toc377032067]Background Checks
Whether a Michigan 21st CCLC program is held in a public school, or Faith- or Community-based agency, all are required to perform background checks and/or fingerprinting on all employees and volunteers prior to allowing the person to work with students.  The Licensing Rules for Child Care Centers requires that, “A criminal history check using the Michigan department of state police internet criminal history access tool (ICHAT), or equivalent, for a person’s state of official residence, shall be completed before making an offer of employment to that person. A copy of the ICHAT shall be kept on file at the center.”  Specific requirements for background checks and guidelines for when a person may not be allowed to work with students may be found in the Licensing Rules for Child Care Centers and the Michigan Revised School Code, section 1230g.  A Michigan Department of Human Services (DHS) background check for a history of substantiated abuse and neglect is also required for staff and volunteers working with students in a Michigan 21st CCLC program.  

The following recommendations may guide your hiring and employment practices:
· Work only with a reputable and legally compliant employment background check service – those who require you to go through an extensive certification process prior to utilizing the service and who limit use of their reports to a specific or permissible purpose – employment screening in this case. 
· Avoid ads or posts designed to screen (disqualify) applicants up front based on criminal history or derogatory credit.  
· Do not ask about criminal records in the initial employment application.
· Make the background check the last step in the employment process – subsequent to a conditional offer “subject to completion of a satisfactory background check.” 
· Require applicants to complete and sign a separate disclosure and authorization form (separate from the employment application) – disclosing that a background check will be conducted and authorizing you (the employer) to do so.  
· Note that employment screening disclosure and authorization forms may vary by state. 
· Avoid use of credit reports unless credit is truly job related.  A rapidly growing number of states prohibit use of credit reports for employment purposes unless that information is “substantially job related.”  Use of credit for executive level positions, positions in finance or those that involve access to cash or sensitive personal information are generally fine. 
· DO NOT use records of arrest.  
· Avoid a blanket policy regarding criminal convictions. 
· Develop a list of offenses you believe are pertinent to the position (refer to the licensing rules and MDE guidance). 
· Consider mitigating factors presented by the applicant and avoid use of old convictions – the date of final disposition of which is more than seven years old. 
· Provide a copy of the employment background check report to all applicants – whether or not adverse action is taken. 
· Advise applicants that you are considering taking adverse action based on the content of the background check report BEFORE you take that action in order to give them a chance to provide an explanation of mitigating factors and for you to have a chance to consider those factors. 
· Advise the applicant if or when you decide to take adverse action based on the content of the report.

Reference(s):
· Licensing Rules for Child Care Centers (State of Michigan): 
http://michigan.gov/documents/dhs/Child_Care_Center_Rules_419095_7.pdf?20131213093653 
· Michigan School Safety & Professional Practices PowerPoint:
http://mdoe.state.mi.us/MDEDocuments/baa_fall_conference/resources/presentations/School%20Safety%20_%20Professional%20Practices.pdf 

Questions to consider: 
· Does your organization/school require fingerprinting and other screening in addition to the requirements for licensing? 
· Who in your agency/organization is responsible for conducting background checks?  What system is used?
· How often are background checks completed? 
· Where and by whom is background check documentation maintained?  Are documents available at program sites (i.e., in employee files) for licensing review? 
· Does your agency/organization have policies/procedures in place regarding use of parent/program volunteers who have direct contact with students?
 


Our Program Information:
Staff/Payroll – Background Checks

Description of policy/procedure:
Is there a policy/procedure in place to provide guidance?



Reference of policy:
Is this a board policy, internal operating procedure, other?



Location of document:
Where can this document be found?



Personnel responsible for document:
Who updates or changes this document?



Contact information: 
Who is the best person to ask questions about this policy?



[bookmark: _Toc377032068]Fiscal Agent Practices
[bookmark: _Toc377032069]Documentation
The following lists some of the types of documentation that should be kept on file by the grantee to ensure that fiscal and monitoring requirements are met.  The auditor may require any or all documentation during a fiscal monitoring visit.  

Payroll:
· Names of employees charged to the grants
· Background checks
· Time and Effort Logs or PARs
· Teacher certifications, if applicable
· Professional licenses, if applicable
· MDE or licensing approvals
· Step and level of employee and bargaining unit salary rates

Contracted Services:
· Signed contract
· Invoice or other support documentation for services
· Copy of check
· Background checks, if applicable
· Professional Licenses or Certifications, if applicable
· Evidence that excluded party list was checked

	NOTE: A purchase order alone is not adequate documentation.

Supplies and Materials:
For selected transactions not considered items of interest (books, classroom supplies, etc.)
· Invoice and copy of check

Items of interest are items that are less than $5,000 but have longer than one (1) year life or are easily pilfered (e.g., computers, iPads, iPods, etc.)
· Invoice and copy of check
· Evidence of tracking or tagging of items
· Inventory

Other Transactions: 
Including, but not limited to, conferences, professional development, travel, field trips, etc.
· Registration information
· Travel logs
· Actual receipts for meals, airlines, rental cars
· Sign in sheets
· Agendas

	Note: Budgets, lesson plans, and requests for reimbursement are not adequate documentation.
Journal Entries:
· Entry showing accounts debited and credited
· Actual transactions in the original accounts general ledger detail, to select a sample
· Supporting documentation for selected transactions, including payroll records, invoices, agendas, logs, contracts, etc.

Reference(s):
· Audit/Monitoring Process and Guidance Power Point
http://www.michigan.gov/documents/mde/21st_CCLC_Audit-Monitoring_Process_PowerPoint_374450_7.pdf

Questions to Consider:
· Who will maintain documentation for all of the items necessary?
· Where will these documents be kept?

Our Program Information:
Documentation

Description of policy/procedure:
Is there a policy/procedure in place to provide guidance?



Reference of policy:
Is this a board policy, internal operating procedure, other?



Location of document:
Where can this document be found?



Personnel responsible for document:
Who updates or changes this document?



Contact information: 
Who is the best person to ask questions about this policy?



[bookmark: _Toc377032070]Spending Timeline
Set a schedule for periodic review of your budget throughout the program year.  This allows you to check the alignment between your projected spending and your actual expenses.  Review each line of your budget, comparing your year-to-date spending with your budgeted amounts, and forecasting funds needed in each line for the remainder of the year.  

This may reveal the need to make budget amendments.  Please check with your business office and your consultant at MDE before making amendments to ensure changes are allowable. 

If your program is managed through a school district, the district may have rules about how often you check your budget.  You also want to make sure that the budget you are working from and the budget on file with your governing body are in agreement. 

Some programs review their budgets monthly, some quarterly, and some are on a trimester schedule.  Whatever schedule you set, it is important that it gives you enough time to catch errors, under- or over-allotments, and make sure that all your money is being spent before the end of the fiscal year (July 1 to June 30).

Reference(s): 
· 21st CCLC Project Director Resource Guide – Second Edition http://www.michigan.gov/documents/mde/PD_Resource_Guide_-_Edition_2_363104_7.doc 

Questions to Consider:
· Who needs to be a part of developing this timeline?
· How will amendments be made if necessary?

Our Program Information:
Spending Timeline

Description of policy/procedure:
Is there a policy/procedure in place to provide guidance?



Reference of policy:
Is this a board policy, internal operating procedure, other?



Location of document:
Where can this document be found?



Personnel responsible for document:
Who updates or changes this document?



Contact information: 
Who is the best person to ask questions about this policy?



[bookmark: _Toc377032071]MDE/21st CCLC Policies and Procedures
[bookmark: _Toc377032072]Michigan Electronic Grants System Plus (MEGS+)
The MEGS+ was originally founded in 2001 as MEGS Legacy by the MDE.  MEGS+ helps to expedite and improve the application process through electronic means.  

MEGS+ features include:
· Allowing you to view and print information about a grant and its current application. 
· Providing a secure environment for online applicants to complete, submit, amend, and track their applications. 
· Automatically reviewing applications to reduce the number of initial application errors. 
· Allowing reviewers to conduct their reviews online and share the results of the review with the applicant immediately. 
· Posting allocations as soon as they are determined. 
· For more information about MEGS+, go to the MEGS+ website. 

In order to improve the flow of information in the grants process, MEGS+ interacts with a variety of other State of Michigan systems.  These systems include Michigan Education Information System (MEIS), the Cash Management System (CMS), and the Educational Entity Master (EEM). 

It is necessary for all 21st CCLC grantees to enter their grant application and continuation application into the MEGS+ system in order to receive budget approval and access to funds.  Instructions for obtaining access to this system are available on the MEGS+ website.  

[bookmark: _Toc377032073]Access
The nature of the Michigan 21st CCLC program is unique and often requires flexibility and the need to continually update information in MEGS+ as well as all of the other reporting mechanisms employed for continuous program improvement and monitoring.  Therefore, the MDE 21st CCLC program office requires that project directors be given high-level (level 4) access to the MEGS+ application for the purposes of keeping the online application updated.  

[bookmark: _Toc377032074]Amendments
[bookmark: Amendments]MDE 21st CCLC program office requests that programs submit budget amendments as necessary to update the consultant and the program office when substantial changes are made to the approved program budget.  The MDE 21st CCLC consultants acknowledge that the nature of this program (e.g., part-time staff, varying enrollment) may require that budget amendments will be needed more often than with other federal grants.  The lead consultant should be contacted for prior approval when such changes occur.  The 21st CCLC project director will then be given instructions if an amendment to the approved budget is necessary.  
The following protocol must be followed for final budget amendments at the end of the grant fiscal year:

1. All 21st CCLC budget amendments must be submitted in MEGS+ within 30 days after the end date of the grant each fiscal year. 

2. MDE consultants will approve the MEGS+ Budget Amendments within two weeks. 
3.	Final Expenditure Reports (FERs) in CMS must be submitted only after the MEGS+ budget amendment has been approved. 
4.	FERs must be submitted within the 60-day CMS deadline.  It is recommended that programs DO NOT wait until the last week to submit the FER to insure that enough time is given to resolve any issues that may arise. 
5.	All FERs will be reviewed by MDE consultants by the end of November. 
6.	Explanations for each line item deviation +/- 10 percent must be submitted in writing to the lead consultant for approval by the beginning of November. 
7.	Deviations not approved could result in decreased allocations or recapture of funds previously distributed. 
Questions about the above policy should be directed to the lead consultant. 
Resource(s):
MEGS+ Website:
https://megs.mde.state.mi.us/megsweb/

Questions to Consider:
· Has the agency/organization obtained permissions and access to all of the appropriate electronic systems for management of this grant?
· Who needs to have access to these systems?
· Have all staff who need to have access been trained in the use of these systems?

Our Program Information:
MEGS+

Description of policy/procedure:
Is there a policy/procedure in place to provide guidance?



Reference of policy:
Is this a board policy, internal operating procedure, other?



Location of document:
Where can this document be found?



Personnel responsible for document:
Who updates or changes this document?



Contact information: 
Who is the best person to ask questions about this policy?



[bookmark: _Toc377032075]Cash Management System (CMS)
CMS is the MDE electronic system that manages the cash disbursement of federal and state pass-through grants.  The funds for the 21st CCLC grant will be managed through this system.  For an overview of the processes involved with CMS please review this Financial Management PowerPoint presentation (Appendix, pages 65-69).  

[bookmark: _Toc377032076]Reimbursement/Draw Downs
Federal funds drawn through MDE should be drawn after the expenses have been incurred and booked by the grantee.  Drawing funds in advance can lead to an audit finding for the grantee.  Grantees should track their expenses on a regular basis and compare their expenses with the budget they submitted to MDE.  If variances start to occur, the grantee should contact their lead consultant to see if a budget amendment may be needed (see Amendments, page 44).  Reimbursement is the prescribed method of payment for federal grant expenses and dictates that MDE shall reimburse the grantee for its actual cash disbursements.

[bookmark: _Toc377032077]Final Expenditure Reports
All grants have a window in which funds can be expended, which is called the grant period.  This period is covered from the grant’s start date to the grant’s end date. Once that window has closed sub-recipients (grantees) must file a FER.  The FER will be required within 60 days of the grant ending date each year, showing all bills paid in full for all projects funded under this grant program.  

The FER will capture the budgeted amount and the approved amount which is the total that can be drawn from that project.  Any moneys spent over the approved amount for the project would have to be covered from the sub-recipient’s (grantee’s) nonfederal funds.  If the actual expenses filed on the FER are less than the amount of funds previously drawn an overpayment recovery will be created.  The recapturing of funds can negatively impact a sub-recipient’s (grantee’s) cash flow. 

It is expected that programs have standard account audits completed prior to the submission of the FER.   All financial reports are filed electronically with MDE using the CMS under “Reporting Final Expenditures (DS-4044).”  Applicants that receive $500,000 in total federal funds are subject to the Circular A-133 Single Audit requirements.

Refer to the 21st Century Community Learning Centers Final Expenditure Budget Amendment Protocol for step-by-step instructions, procedures, and timeline for filing the FER properly.  Questions about FERs and budget amendments should be directed to the lead consultant for the program.


Reference(s)
· CMS Access Forms:
http://www.michigan.gov/mde/0,1607,7-140-5236---,00.html 
· Podcast Overview of MDE–CMS:
http://mistreamnet.org/videos/466/mde-cash-management-system-cms
· OMB Circular A-133; Audits of States, Local Governments, and Non-Profit Organizations: http://www.whitehouse.gov/sites/default/files/omb/assets/a133/a133_revised_2007.pdf  
· MDE 21st CCLC FERs policy:
http://www.michigan.gov/documents/mde/FERS_POLICY_2012-13_414110_7.pdf

Questions to Consider:
· Are the expenditures within +/-10 percent variance of each line item in the most recently approved budget?
· What are the procedures within the fiscal agent to review and amend the budget?


Our Program Information:
Cash Management System (CMS) – Final Expenditure Reports (FERs)

Description of policy/procedure:
Is there a policy/procedure in place to provide guidance?



Reference of policy:
Is this a board policy, internal operating procedure, other?



Location of document:
Where can this document be found?



Personnel responsible for document:
Who updates or changes this document?



Contact information: 
Who is the best person to ask questions about this policy?







[bookmark: _Toc377032078]Grant Closure
[bookmark: GrantClosure]In order to bring closure to complete the grant cycle, the MDE, Office of Great Start (OGS)/Early Childhood Education and Family Services (ECE&FS) requires the cooperation of 21st CCLC grantees.  Grantees that have been operating programming and have completed the grant cycle (no continuation years remaining) must adhere to the following guidelines: 
 
1. Identify and pay all fiscal obligations, requesting funds from the CMS.
 
2. If expenditures have been encumbered for goods or services prior to June 30th (or the grant end date), services must be completed, the invoices must be paid, and request for reimbursement must be submitted prior to the submission of the final expenditure report (DS-4044).  The fiscal agent should not pay for items or services until completed and delivered.  All expenditures must be reconciled within 60 days after the end of the fiscal obligation. 

3. Log on to the MEGS+ system to provide the detail for all expenditures.  The approved budget will pull into the FER and amounts should be adjusted to reflect actual expenditures.  Using the FER, complete the DS-4044 online in CMS.  These reports are due no later than August 30th for fiscal obligation that ended June 30th. 

4. If it was determined that the current award needed to be extended beyond June 30th, the grantee may have requested a revised period of obligation (similar to a no-cost extension).  In the case of an extension, all final expenditure reports are due 60 days after the revised final date of the program. 

5. Complete and submit all of the statewide evaluation reports, including the annual report form and outcomes of the 21st CCLC project participants.  The reports are made available by the state evaluation team from Michigan State University.  Follow the appropriate guidelines for disposition of equipment as outlined in EDGAR, Part 74.34, Equipment (Authority: 20 U.S.C. 1221e–3, 3474; OMB Circular A–110). 

6. If a grantee has unused equipment and supplies that in total have a fair market value of more than $5,000 at the end of their grant, these should be used for another 21st CCLC project or another project that is supported with federal funds.  If they are not needed for another federally supported project, then the grantee must compensate MDE for its share of the value of the supplies.  Submit a final inventory of all equipment and the disposition plans or compensation of the 21st CCLC share of value to MDE no later than 60 days after the final date of the program. 

Questions regarding any of these grant closeout procedures may be directed to the program lead consultant.

Questions to Consider:
· Will this program continue to operate beyond the period of federal funding?
· Should we ask for a “no-cost extension”?
· Who is responsible to follow all grant closure procedures?
· How will all equipment and supplies be disposed of?



Our Program Information:
Grant Closure

Description of policy/procedure:
Is there a policy/procedure in place to provide guidance?



Reference of policy:
Is this a board policy, internal operating procedure, other?



Location of document:
Where can this document be found?



Personnel responsible for document:
Who updates or changes this document?



Contact information: 
Who is the best person to ask questions about this policy?




[bookmark: _Toc377032079]Record Retention
The following records should be kept on file by programs for seven years after the grant closure: 

· All applications and reports required in MEGS+ including correspondence regarding out-of-compliance items and compliance plans; 
· All reports from monitoring with compliance plans if required; 
· Budgets, reimbursement requests, final expenditure reports and carryover requests; 
· Personnel records for any 21st CCLC staff employed by the grant; 
· Staff credentials; 
· Professional development logs (including in-service training, conferences, workshops, classes); 
· Contracts with vendors; 
· Student recruitment and selection plans (including copies of flyers, announcements, and enrollment forms); 
· Student enrollment and attendance records;
· Records of parent group meetings and family activities;
· Local evaluation and Youth Program Quality Assessment (YPQA) reports; 
· Sustainability Plan; and
· The Michigan DHS Child Care License/Approval, including correspondence on compliance and any special investigations, if applicable.

Records must be available for monitoring/auditing by MDE.

Questions to Consider:
· How will records be stored?
· Where will records be kept?
· Who will be responsible for the program records once the grant has ended?


Our Program Information:
Record Retention

Description of policy/procedure:
Is there a policy/procedure in place to provide guidance?



Reference of policy:
Is this a board policy, internal operating procedure, other?



Location of document:
Where can this document be found?



Personnel responsible for document:
Who updates or changes this document?



Contact information: 
Who is the best person to ask questions about this policy?



[bookmark: _Toc377032080]Fiscal Audit Process
Fiscal monitoring will be conducted for all 21st CCLC grantees and will cover the following areas:  Staff (Highly Qualified, Background Checks, Time and Effort, Salaries, and Payroll), Policies and Procedures (including internal controls), Cash Management, Payroll Expenditures, Budget, General Expenditures, Purchased Services, and Equipment.  It is expected that a one or two day fiscal monitoring visit, depending on the size of the program, will be conducted for each grantee minimally twice during the multi-year period of the grant award. 

Notification
First, you will receive an email to inform you of an upcoming audit.  The auditor will send you a preliminary checklist.  This checklist of documents will help the auditor learn about your organization before planning the audit.

Planning
After reviewing the information, the auditor will plan the review, conduct an engagement risk assessment and desk review.

Fieldwork
After the planning, the auditor will finalize the audit plan and begin fieldwork. Fieldwork typically consists of: 
· talking with staff;
· reviewing procedure manuals;
· learning about your business processes;
· testing for compliance with applicable policies and procedures, laws and regulations; and
· assessing the adequacy of internal controls.  

You should make your staff aware that the auditor will be scheduling meetings with them.

Communication
Throughout the process, the auditor will keep you informed.  You will have an opportunity to discuss issues noted and the possible solutions.

Closing Meeting
A closing meeting will be held so that everyone can discuss the audit report and review your management responses.  This is an opportunity to discuss how the audit went and any remaining issues.

Audit Report 
After the fieldwork is completed, the auditor will draft a report.  The report consists of several sections and includes: staff, policies and procedures, cash management, payroll expenditures, budget, general expenditures, purchased services, equipment, other observations and a summary of unallowable/questioned costs.  A closing letter and the audit report will be mailed to the project director. 

Management Response
Once the report is finalized, MDE will request a response (if necessary).  The response will require you to develop an action plan to correct the problem and the expected completion date.
Follow-Up
Follow-up reviews are performed on an issue-by-issue basis and typically occur shortly after the expected action plan completion date, so that agreed-upon corrective actions can be implemented.  The purpose of the follow-up is to verify that you have implemented the agreed-upon corrective actions.  The auditor will interview staff, perform tests, and/or review new procedures to perform the verification.  You will then receive a letter from the auditor indicating whether you have satisfactorily corrected all problems or whether further actions are necessary.

Reference(s):
Audit/Monitoring Process and Guidance Power Point
http://www.michigan.gov/documents/mde/21st_CCLC_Audit-Monitoring_Process_PowerPoint_374450_7.pdf 

Questions to Consider:
· Who must be notified when a fiscal audit has been scheduled?
· Where will the “Fieldwork” and “Closing Meeting” be held?
· Who provides the auditor with the necessary documents?



Our Program Information:
Fiscal Audit Process

Description of policy/procedure:
Is there a policy/procedure in place to provide guidance?



Reference of policy:
Is this a board policy, internal operating procedure, other?



Location of document:
Where can this document be found?



Personnel responsible for document:
Who updates or changes this document?



Contact information: 
Who is the best person to ask questions about this policy?
[bookmark: _Toc377032081]
Appendix
All of these sample documents were provided by the committee members who worked on this guide.  If you have questions or would like the original copies of any of these documents please contact your lead consultant.

[bookmark: _Toc377032082]Sample Semi-Annual Certification
	TO:		Whom it May Concern

	DATE:		

	SUBJECT:	Semi-Annual Certification 

	I verify by my signature that I spent 100% of my time on the designated program during the time period from _____________ through __________________.

	Name(s) of Employee (s):

	Program:
	Employee Signature:

	Employee:
	100% 21st CCLC
	

	Employee:
	100% 21st CCLC
	 

	Employee:
	100% 21st CCLC
	 

	Employee:
	100% 21st CCLC
	 

	Employee:
	100% 21st CCLC
	

	Employee:
	100% 21st CCLC
	

	
I Concur:

	Supervisor Name:
 

	Supervisor Signature: 




[bookmark: _Toc377032083]Sample Debarment Letter
Organization Letterhead

Date
Vendor
Re:	Contract 

Dear ______________________:
As the awarded vendor on this contract, you are required to provide debarment/suspension certification indicating that you are in compliance with the below Federal Executive Order.  Certification can be done by completing and signing this form.  

[bookmark: _Toc377032084]Debarment:
	Federal Executive Order (E.O.) 12549 “Debarment and Suspension“ requires that all contractors receiving individual awards, using federal funds, and all sub-recipients certify that the organization and its principals are not debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded by any Federal department or agency from doing business with the Federal Government.
	
Your signature certifies that neither you nor your principal is presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction by any federal department or agency. 

 
_______________________________________ (Name)
_______________________________________ (Company)
_______________________________________ (Address)
_______________________________________ (Address)
PHONE ________________    FAX ________________
EMAIL _________________________________________



____________________________________Signature ________________________Date


If you have questions, please contact me at xxx-xxx-xxxx

Sincerely,



[bookmark: _Toc377032085]Sample Inventory Form
	Sample Inventory Form:
	
	
	
	

	Quantity
	Description*
	Date Purchased/
Acquired
	Condition
(good/fair/poor)
	Cost/
Value
	Location

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	
	
	
	
	
	

	*Description should include size, color, model #, serial #, etc.

	
	
	
	
	
	

	
	
	
	
	
	

	
Building___________________________________ 
Department _______________________________

	
	

	
	
	
	
	
	

	Supervisor_____________________________________________ 

Date_________________________
	
	

	
	
	
	
	
	

	Contact person and phone number


	
	


[bookmark: _Toc377032086]Sample MOU 
PAGE 1
Eastern Michigan University
Standard Agreement Between Owner and Contractor
THIS AGREEMENT is made this ______ day of __________(mo), ________(year), by EASTERN MICHIGAN UNIVERSITY, and _______________________________ (“Contractor”).
I. Recitals:
1. _________________________________________ (Dept) operates within the institution of higher education known as Eastern Michigan University in Ypsilanti, Michigan.
2. Contractor is a __________________________________ (Type of Business), that provides _________________________________________________________________________________ services in the areas of:
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
3. Eastern Michigan University has determined that it would be in its interest to secure the services of an Independent Contractor designated as “Contractor” in this agreement.
4. Contractor desires to provide services to Eastern Michigan University
II. Agreement:
1. Appointment and Acceptance. Eastern Michigan University hereby retains Contractor to render services to the University. Contractor hereby agrees to accept such designation and to provide the services required under this Agreement, subject to availability of work. Substitution of personnel shall not be made without thirty (30) days prior written notice to Eastern Michigan University. In the event the substitute is unacceptable to the University, the University shall be deemed to have cause to terminate this Agreement pursuant to Paragraph 10.

2. Services Provided. The personnel provided by Contractor, shall perform the services set forth in Schedule A - Statement of Work subject to the availability of work, which is attached to and made part of this Agreement.

3. Fees and Other Expenses. University shall pay Contractor for work satisfactorily completed hereunder in accordance with the fee schedule set forth in Schedule A -Statement of Work, which are attached to and made part of this agreement. The fees and other costs stated herein include all applicable taxes and will not be changed hereafter as a result of Contractor’s failure to include any applicable tax, or any change in Contractor’s tax liabilities. Contractor will be responsible for any taxes applicable to this payment, and hereby agrees to hold harmless and indemnify the University from any such taxes, which may be directly assessed against Contractor.

4. Billing Procedures. Eastern Michigan University will pay fees to Contractor for services performed as stipulated under the fee schedule set forth in Schedule A – Statement of Work. All invoices for payment shall refer to the assigned Eastern Michigan University purchase order number.


Sample MOU 
PAGE 2
5. Conflict of Interest. Contractor affirms that to the best of its knowledge, there exists no actual or potential conflict between the business or financial interest of Contractor, its employees and their families and Contractor’s services under this Agreement, and in the event of change in either such interests or services under this Agreement, Contractor shall promptly inform the University regarding possible conflict of interest which may arise as a result of such change.

6. Services to Others. This Agreement shall not preclude Contractor from contracting to provide consulting services to other individuals, organizations or corporations, provided that such contracts will not interfere with Contractor’s performance of services under this Agreement.

7. Independent Contractor. In the performance of their respective duties and obligations under this Agreement, each party is an independent contractor, and neither is nor has been the agent, employee or servant of the other, and each is responsible only for its own conduct. The relationship of the Consultant to EMU is and shall continue to be that of an independent contractor, and no liability or benefits, such as workers’ compensation, pension rights or liabilities, insurance rights or liabilities, arising out of or related to an employer/employee relationship, shall arise, or accrue to either party or either party’s agent, subcontractor or employee, as a result of this Contract or its performance. No relationship, other than that of independent contractor, shall be implied between the parties or between either party and the other party’s agent, employee, or subcontractor, and the Consultant hereby agrees to hold EMU harmless for any such claims by it or its associates, and any cost or expense related thereto.   Please initial that the terms of this clause have been met: _____

8. Indemnification. Contractor shall indemnify, defend and hold harmless the University, its agents, officers and employees from and against any and all claims, actions, causes of action, demands, liabilities, losses, damages, costs and expenses, including but not limited to attorneys’ fees and interest, which any of them at any time sustain or incur by reason of any act or omission to act of Contractor, its agents, officers or employees, or otherwise arising out of or in connection with Contractor’s performance under this Agreement.  University shall indemnify, defend and hold harmless the Contractor, its agents, officers and employees from and against any and all claims, actions, causes of action, demands, liabilities, losses, damages, costs and expenses, including but not limited to attorneys’ fees and interest, which any of them at any time sustain or incur by reason of any act or omission to act of University, its agents, officers or employees, or otherwise arising out of or in connection with University’s performance under this Agreement.

9. Patents and Copyrights
(a) 	In the event any invention or discovery is made by Consultant in connection with the Contract, Consultant agrees to assign all rights, title and interest in said invention or discovery to EMU, and Consultant shall furnish EMU with complete information with respect thereto and EMU shall have the sole power to determine whether and where a patent application shall be filed and the disposition of title and all rights under any application or patent that may result. Consultant will, at EMU’s expense, execute all documents and do all things necessary or proper with respect to such patent applications. 
(b) 	Whenever any copyright is secured in connection with the publication of the results of research financed by the Contract, title and all rights to such copyright will vest in EMU and Consultant agrees to assign to EMU all right, title and interests in any copyrightable materials developed pursuant to this Contract. 
(c)	 If this Contract is funded under a Government Prime Contract or Grant which provides a different disposition for Items A and B above, the government contract or grant will govern.

10. Technical Information Records and Reports. All notes, design, memoranda, reports, computer programs (and supporting data which may be on cards, tapes, discs and the like), and other technical data, if any, furnished or developed by Consultant pursuant to the provisions of this Contract, shall be and become the property of EMU. All such notes, design, etc. shall be delivered to EMU upon demand, for use for any purpose without the necessity of compensating the Consultant or any other person(s) for the use thereof.
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11. Confidential Information. The consultant shall not publish or otherwise disclose, except to EMU and except matter of public record, any information or data obtained hereunder from private individuals, organizations, or public agencies, in a publication whereby the information or data furnished by any particular person or establishment can be identified, except with the consent of such person or establishment.  

12. Acknowledgement of Sponsorship. Consultant agrees that in any publication, acknowledgment shall be made of sponsorship by EMU by use of the following footnote: “This work was performed under the sponsorship of THE BOARD OF REGENTS OF EASTERN MICHIGAN UNIVERSITY.” If the publication is copyrighted, the statement, “Preproduction of the article, with customary credit to the source, is permitted,” shall be added. Except in an acknowledgment of sponsorship of this research, use the name of EMU in publications, news releases, advertising, speeches, technical papers, photographs, and other releases of information regarding this Contract or data developed hereunder, may not be made except upon written approval from EMU. Additionally, EMU reserves the right to completely restrict the use of its name in a publication.

13. Examination of Records. EMU, and if this Contract is funded under a government contract or grant which so provides, the Sponsor or the Comptroller General of the United States, shall have access to and the right to examine any directly pertinent books, documents, papers and records of a Consultant and of EMU involving transactions related to this Contract. Such records shall be retained for three (3) years after expiration of this Contract. The right of access to records granted by this provision shall extend beyond the expiration of this Contract.

14. Term. This Agreement shall become effective on ___________________ (date) and shall thereafter remain in full force and effect unless the Agreement is earlier terminated in a manner provided below.

15. Termination. Any other provision to the contrary notwithstanding, this Agreement may be terminated as follows:
(a) 	Either party may terminate this Agreement without cause and without further liability of either party, upon ninety (90) days prior written notice to the other party.
(b) 	Either party may terminate this Agreement for cause with ten (10) days prior written notice to the other party. For cause is defined as any material breach of the provisions of this Agreement.  

16. No Third-Party Rights. This Agreement is entered into solely for the benefit of Eastern Michigan University and Contractor. There is no intention, express or implied, to create any rights or interests for any other person or entity.

17. Amendments and Waivers. No change or modification of any part of this Agreement, including any change or modification to this paragraph, shall be valid unless it is in writing and signed by both University and Contractor. No waiver of any provision of the Agreement shall be valid unless it is in writing and signed by the party making the waiver.

18. Agreement Not Assignable. This Agreement shall not be assigned or assignable, nor shall it be delegated by either party without the prior express written consent of the other party.

19. Governing Law. This Agreement is a Michigan contract and shall be governed by the laws of the State of Michigan.

20. Severability. The invalidity or unenforceability of any particular provision of the Agreement shall not affect the other provisions hereof, and this Agreement shall be construed in all respects as if such invalid or unenforceable provision were omitted.

Sample MOU 
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21. Entire Agreement. This Agreement constitutes the entire Agreement between the parties with respect to the subject matter hereof and supersedes any and all other agreements either oral or in writing between the parties with respect to this subject matter. Furthermore, all policy statements, manuals or documents issued by University shall be interpreted in a manner consistent with the terms of this Agreement or, if such statements, manuals, or documents are inconsistent with this Agreement, the terms of this Agreement shall control.

22. Non-discrimination Statement. Contractor shall not discriminate against any employee or applicant for employment with respect to hire, tenure, terms, conditions or privileges of employment, or a matter directly or indirectly related to employment, because of race, color, religion, national origin, age, sex, height, weight, marital status, sexual orientation, gender identity or expression, or disability that is unrelated to the individual's ability to perform the duties of a particular job or position. A breach of this covenant may be regarded as a material breach of the contract.

23. Notices. Any written notice given under this Agreement by either party shall be directed to the addressee at the address of such addressee as hereinafter set forth, unless prior written notice of change of address has been furnished, in which case the changed address shall be used.


To University:
Purchasing Department 
Eastern Michigan University
 875 Ann Street, Suite 122 
Ypsilanti, MI 48197 
ATTN: Purchasing Director 
Ph: (734) 487-1200

To Contractor:
________________________________________________ (Company Name) _________________________________________________ (Contractor Rep / Title) _________________________________________________ (Address) _________________________________________________ (City, State / ZIP) Ph: (____) _____ - ________

IN WITNESS WHEREOF, the parties have executed this Agreement.
EASTERN MICHIGAN UNIVERSITY
Signature: ______________________________ 		Date:_____________________
Print Name: ____________________________
Title: __________________________________

INDEPENDENT CONTRACTOR
Signature: 						Date:_______________________
Print Name: ____________________________
Title: _________________________________

[bookmark: _Toc377032087]CMS PowerPoint Slide Presentation Script 
[bookmark: CMSScript]Slide 1 – Financial Management: Federal Cash Management
The purpose of this presentation is to provide an overview of the financial cash management procedures for the implementation of Federal grant programs.

Slide 2 - Federal Cash Management: Overview
We will touch on some of the key elements of cash management:
· The Regulations
· Commonly used terms and their definitions
· The Critical Elements to cash management, and
· The Michigan Department of Education’s Cash Management System

Slide 3 - Cash Management: Regulations
The following documents will provide some of the Cash Management Federal Regulatory Guidance, but is not all inclusive:
· Office of Management & Budget-Circular A-87: Cost Principles for State, Local, and Indian Tribal Governments.  
· Office of Management & Budget-Circular A-133, Compliance Supplement
· The Education Department General Administrative Regulations, commonly referred to as EDGAR
· Subsection 76.707
· Subsection 80.21

Slide 4 - Cash Management: Definitions and Terms
OMB-Circular A-87: Cost Principles for State, Local, and Indian Tribal Governments.  
This is the source of the basic threshold standards that must be present for a cost to be payable with federal funds.

Slide 5 - Cash Management: Definitions and Terms
OMB-Circular A-133, Compliance Supplement
This circular sets forth standards for obtaining consistency and uniformity among Federal agencies for the audit of States, local governments, and non-profit organizations expending Federal awards.

Slide 6 - Cash Management: Definitions and Terms
EDGAR, contains the administrative regulations, or requirements, that apply to federal education funds.
· In particular, subsection 76.707, “When obligations are made,” provides a table that identifies specific obligations and when the obligation is made.  For instance, a travel obligation is made when the travel is taken.
· Subsection 80.21, “Payment,” prescribes the basic standard and the methods under which a Federal agency will make payments to grantees and grantees will make payments to sub-grantees and contractors.
The Cash Management System, CMS, is the Michigan Department of Education electronic system that manages the cash disbursement of federal and state pass-through grants.

Slide 7 - Cash Management: Definitions and Terms
Final Expenditure Reports, or FERs, report the amount of funds that have been expended for individual grants, and in essence “close” projects.  The objective of the FER is that the amount of funds expended will be closely aligned with the approved budget, making the FER in “compliance.”  FERs are due as soon as the grantee has spent all project funds, but no later than 60 days after termination of the project.  

Slide 8 - Cash Management: Definitions and Terms
Reimbursement is the prescribed method of payment for federal grant expenses and dictates the awarding agency shall reimburse the sub-recipient for its actual cash disbursements.

Slide 9 - Cash Management: Definitions and Terms
Sub-recipients should track their expenses on a regular basis and compare their expenses with the budget they submitted to MDE. If variances start to occur, the sub-recipient should contact the MDE program office to see if a budget amendment may be needed.   

Federal funds drawn through MDE should be drawn after the expenses have been incurred and booked by the sub-recipient. Drawing funds in advance can lead to an audit finding for the sub-recipient. 

Slide 10 - Cash Management: Critical Elements
We will now cover some common practices and guidelines with regard to Cash Management to help sub-recipients be compliant with future audits.

These are 11 critical elements that will be addressed in the next two slides:
· Funds Deposit
· Bank Reconciliation
· Vouchers
· Cash Payable Policies/Procedure
· Program Income
· Final Expenditure Reporting

Slide 11 - Cash Management: Critical Elements
· Budget Process
· Assets
· Sub-Recipients Match
· Inventory Procedure
· Disposition of Equipment

Slide 12 – Funds Deposit
During audits, most auditors will look at the date the expense was incurred, when the funds were requested and when the funds were deposited. It is important to deposit the funds promptly.  The best way for the sub-recipient to ensure this is to be EFT compliant for MDE payments.

There also has to be separation of duties for cash receipting. Examples of this would be the person performing the receipting should not be able to sign checks and should not have any responsibility or access to reconciling bank accounts or maintaining non-cash accounting records.  These are important guidelines so that more than one individual is involved with the monitoring of money being deposited.

Slide 13 – Bank Reconciliation
These statements, either paper copies or electronic, should come directly from the financial institution to specific individuals who do not deposit funds.  Bank statements are very important and the sub-recipient needs to reconcile every month to verify funds are being deposited.  After monthly reconciliations are completed they should be kept on file. Reconciling on a monthly basis will help find any issues or discrepancies quickly and, hopefully, help to get them resolved in a timely manner.  Paid checks can be examined if issues do arise.

Slide 14 – Handling of Vouchers (and Grant Alignment) 
When making payments there should be a system for collecting the information with payment vouchers which include the following information: grant number; invoice number; invoice date; payment date; and expense classification. Any supportive documentation should be attached to the voucher.  The voucher then needs to be resubmitted to the payment approver for payment release.

Slide 15 – Handling of Vouchers (and Grant Alignment)
All vouchers should be approved in writing in advance of the payment being made. After payments are completed they should be kept on file.  If any check is voided and/or reissued the information and documentation should be kept with the original payment. Blank checks should always be kept in a secure area with limited access to only a few individuals.
 
Slide 16 – Cash Payables Policies/Procedures
When processing payments, there should never be a reason to issue a check payable to “Cash” or “Bearer.”  All payments should be made to a vendor.  Again, payments should only be made with a written preapproval from the proper authorizer. 

Slide 17 - Program Income
Sub-recipients should take the time to introduce, discuss and vote on what can be purchased with the program dollars.  

Guidelines should be developed for the hiring of personnel and purchase of supplies and materials.  All purchases need to be verified to determine if they are supplemental in nature.

All parties should be aware of the time frame that the program income can be expended.  A clear start date and end date are identified along with a clear timeframe for last draw on those funds.

Establish a clear procedure where two different individuals are assigned to the program funds.  It is always important that individuals that place orders using program funds are different from the individual checking in the new materials.  This check and balance helps to guarantee there is no conflict of interest.

Slide 18 - Final Expenditure Reporting
All grants have a window in which funds can be expended which is called the grant period.  This period is covered from the grant’s start date to the grant’s end date. Once that window has closed, sub-recipients must file the FER.

The FER will capture the budgeted amount and the approved amount which is the total that can be drawn from that project.  Any moneys spent over the approved amount for the project would have to be covered from the sub-recipient’s nonfederal funds.  If the actual expenses filed on the FER are less than the amount of funds previously drawn, an overpayment recovery will be created.  The recapturing of funds can negatively impact a sub-recipient’s cash flow.   

Slide 19 - Budget Process
Some grants may require that the sub-recipient must match part of the grant with nonfederal funds.  If you encounter a grant like this the budget would need to include both federal and nonfederal expenses and how the different funds would cover the expenses. 

A detailed budget should be submitted which is defined by function codes and object codes. This will give the sub-recipient detailed guidelines for spending funds at all organizational levels.  The organization should establish or designate an individual that will be responsible for creating the budget and another individual for monitoring the budget as expenses are incurred.

Slide 20 - Budget Process
Sub-recipients that have more than one grant must keep records for each grant separately. Each project will have one budget, and expenses need to be assigned to the correct grant.  Expenses and funds drawn need to be kept separated, and there should be no co-mingling of these expenses or funds with other grants.  

Budget items should not exceed the current budgeted amounts.  Since budget amounts are often estimated, expenses can sometime cause variances.  If a variance does occur the variance cannot exceed 10 percent over the current budget request.  If a variance is greater than 10 percent, the sub-recipient should contact the MDE program office to see if a budget amendment may be needed.  

Slide 21 - Budget Process
When creating each budget and determining the amounts that may be expended on each line item by function codes, please realize this is the way the funds will be approved by MDE and is expected that the sub-recipient will incur expenditures and draw funds accordingly.

Before funds are available to be drawn, the budget must have received final approval from the MDE program office overseeing that grant. 

Slide 22 - Assets 
If sub-recipients plan on purchasing assets with grant money, they should establish procedures specifically for such assets.  All materials and equipment purchased with grant dollars must be labeled appropriately.  To safe guard the assets, the sub-recipient must make sure the assets are properly used only for its intended purposes.

Slide 23 - Sub-Recipients Match
A sub-recipient must carefully read all grant requirements.  If a grant includes sub-recipient match, the match must be monitored and the percent of match will determine the amount of Federal funds that can be drawn.  While both match and federal expenses are being incurred, when drawing grant funds, only the total federal expenses should be drawn. 

Slide 24 - Inventory Procedure
As mentioned previously, all equipment purchased with grant funds should be labeled and records maintained with the fund stream with which they were purchased.  Ordering of equipment should be done by one individual and inventoried by someone different.  

Slide 25 - Inventory Procedure
The sub-recipient should have maintenance procedures in place for equipment purchased with funds.  This will help keep the equipment in good condition.

The sub-recipient should establish an inventory control system.  This inventory control system will protect against any loss, damage, or theft of such equipment.

Slide 26 - Disposition of Equipment
The sub-recipient should have procedures for disposition of equipment purchased with funds in place that follow set guidelines on the proper disposition of equipment and must follow federal criteria. 

Slide 27 - Cash Management: MDE Cash Management System (CMS)-FAQs
An introduction to the Michigan Department of Education’s Cash Management System (CMS).  The Cash Management System for the Michigan Department of Education has payments processed on Tuesdays and Thursdays each week.  Thursdays’ payment includes Food & Nutrition Services payments.

Slide 28 - Cash Management: MDE Cash Management System (CMS)-FAQs
To set up for a payment method with the Michigan Department of Education, each sub-recipient will go through Contract Payment and Express as a vendor.  As a vendor they can now decide on Electronic Fund Transfer (EFT)—direct deposit—or paper warrant.  EFT’s take three to five business days to arrive and paper warrants vary due to paper processing.

Slide 29 - Cash Management: MDE Cash Management System (CMS)-FAQs
Now to address some frequently asked questions with Michigan’s Department of Education Cash Management System (CMS).

Question: I saved my request for funds and have not received the money?  
· Answer: Typically the user has not certified funds they have requested.

Question: I am not able to access the CMS?  
· Answer: The Michigan Department of Education’s Cash Management System (CMS) has its own security access form.

Slide 30 - Cash Management: MDE Cash Management System (CMS)-FAQs

Question: What are the steps for certifying a Final Expenditure Report?  
· Answer: Users must save, post, and certify the final report.

Question: Where do I find what a payment is for?
· Answer:  A user will need to go into CMS: go to viewing data, then to payment ledger, and enter your requested date in the Disbursement Date field.  Select the date.  The display will be the disbursement details.

Slide 31 - Cash Management: Other MDE Resources
Other resources include Michigan Department of Education Federal Fiscal Review, Local Education (sub-recipients) Review Tool and MDE CMS training.

Slide 32 - Cash Management: For More Information – Contacts
· For help on the Michigan Department of Education’s Cash Management System, you can contact the CMS helpline at  517.335.0534 or email: MDE-CMS@michigan.gov 
· For general MDE information, you can go online to the Michigan Department of Education homepage at website: www.michigan.gov/mde. 
 Any program specific questions, please contact that specific program office. 
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EASTERN MICHIGAN UNIVERSITY
EMPLOYEE REIMBURSEMENT / TRAVEL FORM (ERT)

|PLEASE PRINT OR TvPE
[Name. [Status (Flease xone) [Home Address [City [State [z

Staft Student
[EID# [Contact info. (name, phone & email) [Name of Department & phone # Fund | Orgn._ | Account | Program | Actvity [ Location | Amount

© @~ oo w

10 |Reason for expenditure:

1 Transportation

12 Air,Bus, | Personal Car Other Meals Miscellaneous Travel

13 [Non Travel Related Expenses| Travel Related Expenses Train (Tad, Breaidast*| Lunch® | Dinner* Expense.

14| Date | Amount® | Evplanation | Destination | DepartTime |AmvaiTime| et [Mieage Amount | etc): | Lodging* | 7 511 523 | Amount* Explanation Total

15 0.00 0.00]
16 0.00 0.00]
17 0.00 0.00]
18 0.00 0.00]
19 0.00 0.00]
20 0.00 0.00]
21 0.00 0.00]
2 0.00 0.00]
23 0.00 0.00]
2 0.00, 0.00]

25 |TOTALS 0.00 0.00 0 0.00 0.00 0.00 0.00 0.00 0.00 0.00
26 | hereby certfy that these expenses were incurred [ Approval(s) - All approvers must adhere to the signatory policy.

27 [by me and reimbursable under published travel  Student Organizstions (1 funds) require tuo suhorized sgnatures. Date. [ Total Expenses 0.00
28 [procedures of Eastern Michigan University
29 Jsian [Total Payment Card Expenses 4

31 print personal Expenses ** -
32 [Signature of Recipient [pate
3 sian |Sub-total 0.00
34 [umeric ks only [Remarks:
35 print [Travel Advance | Prepaids *** -
36 [~Expenses not in accordance with Universty Travel Policy |Amountto be Reimbursed or
a7 sign |Retumed to University) 0.00
38 [Attach copies of advance or prepaid form
3 print

40 [Individual reimbursements for non-travel expenses are limited to $300
41 [Moving mileage rate will vary

42 |Purchases made that are not in accordance with University policies will be considered a personal expense and will not be reimbursed |Submit Completed formto Accounts Payable

100
101
102
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SAMPLE TIME AND EFFORT LOG

Name: Jane Doe
Payroll Month: January

Actual Payroll Cycles: /112013 - 1/14/2013
1512013  1/29/2013

STATE OF MICHIGAN DEPARTMENT OF EDUCATION
TIME AND EFFORT RECORD FOR SPLIT-FUNDED STAFF

Funding Source Activities Percent of Budget Time Percent of Actual Time

[Title 1, Part A Free and Reduced Lunch Tallies Js0% Js0%

[Instructional Coaches Scheduling

Student Performance Data Review

SES Contracts

[Title 1 Meetings

[21stceie Fiela Trip Js0% Js0%

[Tutoring

[Enter 2 Report Data

ToTAL 100%

“This reportis an after-the-fact determination of actual effort expended for the programs charged for the payroll period.
‘The employee signing this record has full knowledge of and does aftestto 100% of these actities.

Employes. Date. Director Date

Tee
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