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NEBRASKA DEPARTMENT OF EDUCATION

ADMINISTRATIVE MEMORANDUM #402

ISSUED:  APRIL, 2014
TO:
NDE Staff

FROM:
Dr. Matthew L. Blomstedt, Commissioner of Education

SUBJECT:
Grants and Contracts Providing Funding to NDE
CONTACT:
For assistance contact Central Accounting at 471-3563.

PURPOSE

  This document specifies the NDE policies and provides guidance with regard to:

   1) Applications for, and approval of, grants providing funding for NDE programs, and the receipt and implementation of such grant funding awards.
   2) Approval of contracts for NDE to perform specified services in exchange for specified compensation, 
   3) The audit of such grants and contracts. 
Administrative Memorandum #405 provides policies and guidance for grants issued by NDE.  Administrative Memorandums #110 and #111 deal with contracts in which NDE pays another party to provide services to NDE. This Administrative Memorandum does not deal with those types of grants or contracts.
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Section 1.  DEFINITIONS 
For purposes of this Administrative Memorandum, the following definitions apply:
1.1 
New Grant Funding - Funding for a new grant program or for a grant program for which NDE did not receive funding in the prior grant period.

1.2 
Continuation Grant Funding - Funding for a grant program for which NDE received funding in the prior grant period.

1.3 
Grant - An award of financial assistance, in the form of money or property in lieu of money, to NDE for a defined purpose permitted by associated program regulations.


1.4 
Contract - An agreement between NDE and another entity for NDE to perform specified services in exchange for specified compensation from the other entity.

     
1.5 
Sub-recipient - A recipient of funds distributed as program aid by NDE.

Section 2.  GENERAL PROVISIONS
2.1   Grants and Contracts. All funds administered by NDE staff, or in any manner managed by them as part of their job with NDE, must be accounted for in the State Accounting System Payroll & Financial Center (Enterprise One System). 

2.2   Grants. Federal grants will be administered in compliance with federal regulations for the administration of federal grant programs. General and specific grant requirements are found in Title 34 of the Code of Federal Regulations (CFR) for U.S. Department of Education programs, Title 45 of the CFR for Health and Human Services and in Title 7 of the CFR for U.S. Department of Agriculture programs.  Other federal and non-federal granting agencies will have similar regulations or requirements, which should be referenced in the grant.

2.3   Grants. NDE will claim indirect costs against all federal grants subject to applicable federal regulations and specific grant restrictions.  NDE will claim indirect costs against non-federal granting agencies as permitted by governing regulations or requirements.
Section 3.  APPLICATION FOR NEW OR CONTINUATION PROGRAM GRANTS    AND PROCEDURES FOR APPROVAL OF GRANTS AND CONTRACTS

3.1   Grants. Prior to applying for a new grant, the Leadership Council Member (LCM) shall notify the Commissioner and Deputy Commissioner and receive approval from the Commissioner or Deputy Commissioner.  
3.2   Contracts. For any contract providing funding to NDE, the LCM shall initiate the review and approval process through the use of the Contract Routing/Approval form (Appendix B).  The routing and review of the contract shall be tracked online by the Finance and Organizational Services Team.  Approved contracts will be scanned and available for online review.  
3.3   Grants. The Commissioner or Deputy Commissioner, upon recommendation of the LCM, will determine if advance approval by the State Board of Education is required for grant funding applications or associated State program plans.  Program regulations may specify that the State Board must provide advance approval of the funding application or an accompanying state plan.  If advance approval by the State Board is required, the LCM will make arrangements to place consideration for State Board approval on the agenda for the appropriate meeting of the State Board.  Appendix A provides an example of the language that should be used for: (1) the Board agenda, and (2) the Board support materials.  
3.4   Grants. The Leadership Council member (LCM) or a designee is responsible for obtaining the approval/signature of the Commissioner or Deputy Commissioner on all applications for grant  funding prior to submitting a grant application.  The Commissioner or Deputy Commissioner may authorize specific staff members in writing to electronically submit a grant application on their behalf using their name and title.  Before doing so for each grant application, the team Leadership Council Member must send the Commissioner or Deputy Commissioner an e-mail memo requesting approval to proceed. The LCM e-mail request must contain the following:

3.4.1
Name of Grant Program and CFDA# (if known).

3.4.2
Agency to which the application will be made.

3.4.3
Purpose of the grant. 

3.4.4
Anticipated starting and ending dates of the grant.

3.4.5
Anticipated annual and total revenue to NDE during the period of the grant.

3.4.6
Breakdown of administration and aid revenue to NDE, if known.

3.4.7
Whether it is a new grant or a continuation of activity covered by a prior grant.

3.4.8
A request for permission to submit the application electronically with the Commissioner’s or Deputy Commissioner’s name.

3.4.9     Indication that copies of the request were sent to Central Accounting and to the staff member who has the ability to electronically submit the name of the Commissioner and/or Deputy Commissioner.

If the grant is approved by the funding source, the LCM shall include a copy of the Commissioner’s or Deputy Commissioner’s electronic signature approval along with the original grant award that is sent to Central Accounting.  Future use of the electronic signature on other documents related to the grant requires approval by the Commissioner or Deputy Commissioner for each use.
3.5   Contracts. Approval by the State Board is required for any contract of $25,000 or more. The Commissioner or Deputy Commissioner, or Assistant Commissioner must approve and sign all contracts of $10,000 or more. Leadership Council Members must approve and sign contracts of less than $10,000.
Section 4.  AMENDING EXISTING GRANTS AND CONTRACTS
4.1   Grants. Any amendments to grants submitted to funding agencies are subject to the same policies as new grant applications.
4.2   Contracts. Amendments to contracts are reviewed and approved using the same procedures as new contracts. If an amendment increases a contract to $10,000 or more, it must be signed by the Commissioner or Deputy Commissioner. If an amendment increases a contract to $25,000 or more it must be approved by the State Board. 
Section 5.  RECEIPT OF GRANT FUNDING AWARD OR SIGNED CONTRACT, AND PROGRAM IMPLEMENTATION

5.1   Grants and Contracts. NDE must receive a “Grant Award Notification” or a signed Contract (or a Grant Notice of Amendment documentation or signed contract amendment) prior to implementation of program activities (or amended program provisions or contract activities).  

5.2   Grants and Contracts. Each new funding award other than for State General funds and routine Cash receipts, in excess of $25,000, will be reported to the State Board of Education at the next meeting of the Board following receipt of the award.  Contracts in excess of $25,000 must have prior approval by the State Board.
5.3   Grants and Contracts. Exempt and nonexempt employees whose salaries are funded from more than one funding source, one of which is federal, are required by federal regulations to complete and submit monthly, via e-mail, the Certification of Leave/Time Distribution Report (time sheet).  The time sheets are designed to distribute the employee’s salary and benefits to the proper funding source based on the percentage of reported time worked for each funding source.

  Each exempt employee whose salary is funded from a single federal funding source, other than VR, is required to submit monthly via e-mail the Exempt Employee Certification of Leave Report (time sheet) to their supervisor.  The employee’s submission of the time sheet to his/her supervisor and the supervisor’s submission of the time sheet via e-mail to NDE Payroll, certifies that: (1) the employee has reported the correct leave, and (2) that the employee has worked 100 percent of their time in the program associated with the business unit stated on the time sheet.  

5.3.1     VR employees funded from more than one funding source must submit time via the Certification of Leave/Time Distribution Report (time sheet) to be sent via email to Finance and Organizational Services (Paul Haas - Central Accounting).  
5.3.2     VR employees funded from a single source submit time via the QE2 time/leave system which generates an Excel spreadsheet to be sent via email to School Finance and Organizational Services (Central Accounting).  

5.3.3     For contracted nonexempt employees, the employee is provided an appropriate master biweekly time sheet from the Finance and Organizational Service staff member. 
5.3.4    The following are examples which help determine if time certification by funding source for a staff member is required.

#1: The salary of a Specialist in Special Education is funded 25% from State funds for his/her responsibility for program monitoring and 75% from a grant for the Federal Management Practices program, which has distinctly different program objectives.  Time certification (time sheet) records listing time worked for each funding source are required.



#2: The salary of a Vocational Rehabilitation Specialist is funded 20% from matching State funds and 80% from a Federal grant for the same objectives and responsibilities.  In this example, because the work done by the employee is for the same objectives and responsibilities, no separate reporting of hours is required.  
5.4   Grants and Contracts. The Enterprise One System provides the official State and NDE accounting records used to support grant and contract financial reports submitted to a funding agency.

5.5   Grants and Contracts. All program grants or contracts which NDE receives will be implemented in accordance with the regulations or guidance of the funding entity. 

5.6   Grants and Contracts. The original documentation of all funding awards/grants or contracts, and subsequent fiscal information provided by a funding entity, shall be submitted to NDE Central Accounting.   This permits the funding awards/grants to be set up in the Enterprise One System and filed centrally.

5.7   Grants and Contracts. Accounting procedures and coding for the project funding will be set up after a discussion between the LCM or designee and appropriate Finance and Organizational Services staff to identify project accounting requirements.

Section 6.  FINANCIAL/PROGRAM REPORTS

6.1   Grants and Contracts. The Enterprise One System provides the official State and NDE accounting records used to support grant and contract financial reports.

6.2   Grants and Contracts. A Finance and Organizational Services staff member will prepare and submit to Central Accounting for review and signature, financial reports as required by federal regulations. Vocational Rehabilitation and Disability Determination Sections will submit a file copy to Central Accounting of reports it prepares and submits.

6.3   Grants and Contracts. Central Accounting will review and sign financial reports and return the reports to the Finance and Organizational Service staff member for submission to the appropriate funding source.  Central Accounting will retain a copy of the final financial report for filing in the grant/contract file and closing the grant in the Enterprise One System.  Central Accounting will attach the final financial report to the grant business unit in the Enterprise One System and will send a copy of the final financial report to State Accounting.  Vocational Rehabilitation and Disability Determination Sections will submit a copy of the reports they prepare to Central Accounting for filing.  Central Accounting will attach the final financial report to the grant business unit in the Enterprise One System and will send a copy of the final financial report to State Accounting

6.4   Grants and Contracts. The team/responsible staff members will develop required Grant/Contract program reports and submit the report to the LCM or designee for their review, signature by the LCM or Commissioner, and submission.  The LCM or designee will retain a file copy of each program report submitted.

Section 7.  AUDIT OF GRANT FUNDS

7.1   Grants. For audits internal to NDE, Finance and Organizational Services and program fiscal staff are responsible for providing financial data for audit purposes and for reviewing the interpretation of that data by the auditors.

7.2   Grants. The Finance and Organizational Services section annually notifies Nebraska public school districts of the audit requirements of the Single Audit Act.

7.3   Grants. NDE programs which provide federal aid to sub-recipients other than public school districts must notify the sub-recipients that, as a condition of federal funding, they are subject to the Single Audit Act.  In addition, programs must require sub-recipients to submit a copy of the resulting audit report or reporting package (as per American Institution of Certified Public Accountants [AICDA] Statement of Position 98.3 paragraph 10.76) to NDE’s Sub-recipient Audit Coordinator (Greg Prochazka).

7.4   Grants. Program administrators are responsible for specific regulations pertaining to their programs for the definitive requirements concerning sub-recipient audits.  Questions regarding sub-recipient audits should be directed to NDE’s Sub-recipient Audit Coordinator.

7.5   Grants. Audit reports received by NDE from sub-recipients shall be forwarded to the Sub-recipient Audit Coordinator in Finance and Organizational Services.  The Coordinator reviews each audit to determine that it meets all the requirements of the Single Audit Act and communicates audit findings to the appropriate NDE staff member.

7.6   Grants. Staff notified of sub-recipient audit findings notify/make arrangements with sub-recipients for corrective action.  Regulations require NDE to take appropriate corrective action within six months after receipt of the audit report in NDE from a sub-recipient in instances of a noncompliance with Federal laws and regulations.  Staff will file a report of corrective action with the Coordinator.  This corrective action report details the corrective action agreed upon by the sub-recipient and NDE staff member.

.

