
Department of Labor & Economic Growth - Michigan Rehabilitation Services


Grants and Resource Development


P.O. Box 30010, Lansing, Michigan 48909


GRANT MANAGEMENT PROCEDURES - FY 2007

Independent Living/Centers for Independent Living (IL/CIL) Grants
ACCOUNTABILITY: Federal regulations require accountability for each grant, as specified in the Education Department General Administrative Regulations (EDGAR) 34 CFR Parts 74, 75, 77, 79, 80, 81, 82, 85, and 86.  Records must provide audit trails to substantiate expenditures. Three competitive bids must be on file for any item of equipment which costs $5,000 or more. All grantees are subject to periodic audits conducted by the Department of Labor & Economic Growth (DCD).

	“GRANT AGREEMENT SUMMARY”: This form confirms agreement between Department of Labor & Economic Growth and grantee on the use of grant funds.  The “Specific Provisions” further identify the major objectives for which the grantee is committing grant funds and upon which grant performance will be reported and evaluated.  Upon receipt of three “Grant Agreement Summary” copies, the grantee must sign, date, and return two to Grants and Resource Development at the address given below.


	CLIENT ASSISTANCE INFORMATION: Grantees are required to advise persons with disabilities who are applicants for, or recipients of, services provided by the grant, or their representatives, of the availability and purposes of the Client Assistance Program (CAP).  The Michigan Protection and Advocacy Service under Section 112 of the federal Rehabilitation Act of 1973, as amended, operate CAP.  Refer to separate CAP brochure.  Grantees may contact the Michigan Protection and Advocacy Services (1-800-292-5896) for additional brochures.  If necessary, the brochure can be photocopied for applicants and recipients.


	Mailing address for all IL/CIL forms:
Donna Adkins, Grants and Resource Development



Department of Labor & Economic Growth - Michigan Rehabilitation Services

P.O. Box 30010

Lansing, MI  48909


For more detail on grants management, please refer to the “Grant Requirements and Assurances” included with the “IL/CIL Continuation Grants Requests for Applications” which was issued March 31, 2006, or contact:
      (Phone)


     (E-Mail)

Donna Adkins

517/373-2398

E-mail: AdkinsD@michigan.gov
Ted Haworth

517/373-8039

E-mail: HaworthT@michigan.gov

Sharnelle Harvey
517/241-2769

E-mail: HarveyS1@michigan.gov

	COMPLETION OF FORMS BY COMPUTER:  For ease of completion, grantees may reproduce all forms except the “Request for Funds” form in a computerized version. All reproduced forms must contain the same information as the original and have the information arranged in a similar order.  Computer files of all forms in MS Word or Excel for Windows are available upon request.


	“REQUEST FOR FUNDS”: All grant payments are processed through the Department of Labor & Economic Growth.  In order to obtain grant payments, the grantee must submit a “Request for Funds” to MRS, Grants and Resource Development.  One original “Request for Funds” form containing all required coding is provided for each grant.  These forms need to be copied and used throughout the grant year.  To assure that essential coding is not inadvertently changed, do not replicate these forms on your own computer.  Computer copies of your specific “Request for Funds” forms will be provided to you in MS Word for Windows.  Request for Funds may be faxed to Grants and Resource Development at (517) 373-0565.  

Instructions -  (Type or print clearly in ink.)
1.
The approved grant amount is already entered in Item #1.  In Item #2, enter the 
cumulative previous requests, subtract Item #2 from Item #1, and enter that amount 
(available balance) in Item #3.  In Item #4, enter the amount of funds being requested.

2.
Type or clearly print the name, title, and telephone number of the individual who prepared the form. The authorized grantee representative must then sign it. 

3.
Under federal regulations, only funds that will be expended within 30 days can be requested.  Grant funds should be placed in an interest-bearing account.  Accrued interest over $250 must be returned to MRS.


	ELECTRONIC FUNDS TRANSFER (EFT):  Effective October 1, 2005, all state payments to vendors for goods and service contracts will be paid by electronic funds transfer (EFT).  While this will not include grants, we encourage you to register at the Contract & Payment Express website (www.cpexpress.state.mi.us) to receive payments by EFT.


	DEOBLIGATIONS:  If circumstances change and the total funds awarded will NOT be expended, notify MRS immediately so that the funds can be made available to other grantees.

Report deobligations by BOTH:

1.
Indicating that fact in response to that question on the “Quarterly Financial Report”; AND 

2.
Submitting a “Grant Change Request” form.


	DISPOSITION OF PROPERTY:  Disposition of property purchased under the IL/CIL grant must have the approval of the MRS. When grant funds are used to purchase equipment, an inventory control system must be established to assure that each piece of equipment purchased is identified, tagged, or marked that it was purchased with federal funds.


	QUARTERLY AND ANNUAL GRANT PERFORMANCE SUMMARY REPORTS:  Quarterly reports include:

 1) “Quarterly Financial Report” identifying fiscal activity; 2) “Quarterly Narrative Report” identifying progress made in achieving the “Specific Provisions” (the major grant objectives of the grant, and 3) “Annual Grant Performance Summary” summarizing project outcomes for the year.  Annual Grant Performance Summaries are only required for State-Match, Cash Match and the PASREP Grants.  Annual Grant Performance Summaries are not required for Core Funding Grants.  Your 704 Report covers that.

The quarterly reports must be submitted to Grants and Resource Development, with a copy to the local MRS district office, no later than thirty (30) days after the end of the first three quarters (January 30, April 30, and July 30).

The fourth quarter reports along with the “Annual Grant Performance Summary” are to be submitted to Grants and Resource Development, in electronic form to Donna Adkins at adkinsd@michigan.gov with a copy to the local MRS district office within thirty (30) days of the conclusion of the grant period.  (Due date: October 30).

Definitions:

1.
“Quarter” - The three-month period being reported, based on the state/federal fiscal year,    October 1 through September 30 (e.g., October-December is the first quarter.)

2.
“Grantee” - The name of the IL/CIL agency/organization receiving the grant.

3.
“Approved Grant Amount” - The total amount of the awarded grant, which is identified in   the “Grant Agreement Summary”.

4.
“Grant Funds Received”- The total amount of grant funds which have actually been             received.  This does not include funds which have been requested but not yet received.

5.
“Expenditures” - Actual payments which have been made from the grant funds.

6.
“Cash on Hand” - The difference between grant funds received (#4 above) and payments    which have been made (#5 above).  This is not to exceed an amount which will be               expended within the next 30 days.

7. “Deobligation” - An amount of the awarded funds which a grantee determines will not be 

      used.  The grantee must notify MRS as soon as the deobligated amount is identified so the       funds can be redistributed.

Instructions:
1.
Complete the “Financial Reports” and “Narrative Reports” on a quarterly basis, 30 days after close of the first three quarters, and within 30 days after conclusion of the grant period.

2.
Note that the fourth quarter “Narrative” and “Financial” reports, along with “Annual Grant Performance Summary” summarize the entire year's program achievements and grant expenditures.   All unused grant funds on hand must be returned with the final financial report.  Attach a check made payable to the STATE OF MICHIGAN.

3.
An “audit” or “financial review” in accord with federal and state requirements must be conducted at the end of the fiscal year and a copy provided to MRS within nine months following close of the fiscal year.  (See page 4 of “Grant Requirements and Assurances”.)

     NOTE:  In accord with federal regulations and policy, the Grant Requirements and Assurances indicate that grant funds may not be used to pay for the financial review of an organization that spends less than $500,000 in federal funds.  The IL/CIL Core Funding grants are from a combination of federal and state funds and are administered in accord with federal requirements.  However, an EXCEPTION is hereby provided to permit an IL/CIL organization which spends less than $500,000 in federal funds to pay for the required financial audit from the IL/CIL Core Funding grant.  If this is done, notation must be entered in the organization’s fiscal records that the cost of the financial review or audit is deemed to be charged against the state-fund portion of the Core Funding grant, not against the federal funds.


	SPECIAL NOTE ABOUT Michigan CIL Year-End Reports:  The content of Michigan CIL year-end reports have been provided in a separate manual and is updated annually.  


	MRS DISTRICT RESPONSE TO “QUARTERLY” AND “Annual Grant Performance Summary:  Upon receipt of the “quarterly” and “annual grant performance summary” reports from the local CIL, MRS district offices review the reports in relation to two questions:

1.
Are the performance reports consistent with the observations and other information available to the MRS district staff?

2.
Should MRS continue making payments on the grants as requested by the CIL?  (This is focused on the Title-I-funded grants -- State-Matched and Cash Match Collaborative Grants.)

If the MRS district staff have concerns about the reported CIL performance, or see need for the grant payments to be monitored more closely or restricted in some manner, they are to report these to Grants and Resource Development staff.  It is the responsibility of the District Managers to ensure that services provided under the State Match and Cash Match Collaborative grants facilitate the provision of vocational rehabilitation services, in accord with Title I requirements.  

Continuing release of grant funds is contingent upon receipt by Grants and Resource Development of a response from the local MRS district office to the quarterly reports. 

This response can be by written memo or (preferably) by e-mail to the identified Grants and Resource Development staff.


	FORMATTING OF QUARTERLY NARRATIVE REPORTS:  This year, the We are asking that it be transmitted in electronic form as an attachment in an e-mail to Donna Adkins at adkinsd@michigan.gov.  Use the same electronic file all year, cumulatively completing entries for each respective quarter.  At the end of the year, the Section’s 704 report will serve at the Annual Grant Performance for the Core Funding Grants.  PLEASE NOTE:  Hard copies are no longer required.  For the State-Matched and Cash-Matched Collaborative Grants, you will be reporting on each specific provision as before.  On the Core Funding Grants, you are reporting on program activities that mirror your 704 activities throughout year, but on a quarterly basis.  The reporting format is currently being updated to more accurately reflect the 704 reporting requirements.  Core Narrative reports will be e-mailed and hard copies sent out early in the first quarter.     


	For auditing purposes, we still need a signature on the quarterly financial reports.  You must submit the reports by fax or hard copy.  





Quarterly Reports MUST be current in order for funds to be released.

	“GRANT CHANGE REQUESTS”:  Approval from MRS Grants and Resource Development is required for 1) differences in budget items equaling ten percent or more of the grant total, and 2) substitution of unapproved items for previously approved items.  Approval is also needed for program changes in grant objectives, job descriptions, or timelines.  The “Grant Change Request” form is used to request such approval.

Instructions:
1.
“Type of Change”:  Check box(es) to identify whether the change is a program change, budget change, or both.

2.
“Justification for Changes”: Briefly describe the requested change(s) and why needed.  Please be sufficiently specific and provide adequate detail that the nature of the change(s) and justification are clear.  Use additional pages, if needed.

3.
“Budget Changes”:  If the requested change involves a cost change, complete this section to show the currently approved budget, the requested change, and the resulting new budget.

4.
“Requested by”:  The form must be signed and dated by the authorized IL/CIL representative.  If the form is confirming a verbal request, the date should be the date it was discussed with the MRS IL/CIL consultant.

5.
“Approved by”:  The grantee does not enter anything here.  This is used only for Collaborative grants.  If the request is for program or budget change in a State-Matched or Cash Match Collaborative grant, approval of the District Manager or assigned liaison staff must be obtained in this section before the request is forwarded to Grants and Resource Development.

6.
“Approved by”:  The grantee does not enter anything here.  This is used for approval of the request by the MRS IL/CIL consultant.  Mail the original “IL/CIL Grant Change Request” to MRS Grants and Resource Development.  Upon approval, a copy of the signed form will be returned to you.
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