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CHAPTER 1 – INTRODUCTION 
 

As a grant manager, you are responsible for the day-to-day administration of your grant project, 

which includes keeping accurate and complete records, reviewing financial transactions and 

reports, maintaining project documentation and file, and preparing required reports.  

 

Along with the award of any grant, but especially of a federal grant, comes what can often seem 

an overwhelming abundance of requirements, restrictions, provisions, and stipulations. 

Grantees must sort through a myriad of complex federal laws and rules, including federal cost 

principles, uniform grant guidance, general provisions, federal civil rights laws, regulations, 

program-specific statutes, and other related program statutes, not to mention an abundance of 

applicable state laws and school district policies. 

 PURPOSE OF THIS GUIDE 

Fiscal and legal compliance is the focus of this guide. It is designed to promote excellence in 

grant management practices, ethical conduct, legal compliance, and public accountability as 

you expend funds to accomplish the objectives set forth in your grant application.  

 

The Guide to Grants Management provides information on grant requirements and Fairbanks 

North Star Borough School District (FNSBSD) policies to assist employees with grant 

implementation and management and to ensure:  

 

• Laws and regulations of both the funding agency and the District are followed; 
• Programs achieve their intended results;  
• Resources used are consistent with grant goals; 
• Programs and resources are used effectively; and, 
• Reliable and timely information is obtained, maintained, reported and used for decision 

making. 
 

Please consult your Guide to Grants Management often to ensure your project runs smoothly. 

  

*Note, this grants management guidance is based on the Uniform Grant Guidance which 
is in effect for grant awards, renewed awards, and supplements dated on or after 
12/26/2014. If you have any questions about whether or not your grant may still be 
governed by the previous guidance, please contact the grants and special projects 
department. 

 RESOURCES 

There are multiple resources available to help you manage the vast and often complex fiscal 

and program requirements that come with the receipt of a grant.  Both the grants and special 

projects and accounting services departments can assist with fiscal compliance issues, 

including allowable expenditures, budget revisions, and financial reporting.  The grants and 

special projects department can also assist with program report preparation, including 

proofreading, identifying appropriate forms, and deadlines.   

 

Questions on the district’s policies or grant requirements may be directed to grants and special 

projects or accounting services as follows. 
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Heather Rauenhorst, Executive Director 

Communications, Development, Engagement 

Phone 452-2000 x11464 

E-mail heather.rauenhorst@k12northstar.org 

Sheena Cummings, Assistant Director 

Grants and Partnerships 

Phone 452-2000 x11225 

Email sheena.cummings@k12northstar.org 

 

Nico Herbert, Executive Director 

Accounting Services 

Phone 452-2000 x11312 

E-mail nico.herbert@k12northstar.org 

 

Joan Stack, Grants Accountant 

Accounting Services 

Phone 452-2000 x11307 

E-mail joan.stack@k12northstar.org 

	

CODE OF CONDUCT  

 

Reporting potential conflicts of interest: 

 

Part 200.113 of the Uniform Grant Guidance (UGG) created an obligation for all Federal 

agencies to create conflict of interest policies and to require recipients like the school district to 

disclose any potential conflicts of interest to the Federal awarding agency or pass-through entity 

in accordance with the applicable awarding agency policy. No employee or agent of the District 

may participate in the selection, award, or administration of a contract funded by federal grant 

dollars if he or she has an actual or apparent conflict of interest. 

 

Conflict of Interest is defined as: a situation in which a person is in a position to derive personal 

benefit from actions or decisions made in their official capacity. 

 

Per School Board policy 240, “No member of the Board will have any direct pecuniary interest in 

a contract with the school district, nor furnish directly any labor, equipment, or supplies to the 

district. It is not the intent of this policy to prevent the district from contracting with corporations 

or businesses because a Board member is an employee of the firm. However, in such instances 

the member shall declare on the public record, an association with the firm and refrain from  

debating or voting on the question. No member of the immediate family of any member of the 

Board will be employed by the school system. This will not be construed as necessitating the 

resignation of any employee should a member of his/her immediate family be elected to the 

Board. But in such a case the employee must ask the Board to seek the required permission of 

the Commissioner of Education. A.S. 14.14.140(a) In any other matter in which a Board 

member has a direct or indirect pecuniary or personal interest, the Board member shall declare 

his/her interest and the Board shall decide whether the interested member may debate and 

vote.” 

 

Per School Board policy 577, District employees are prohibited from accepting any gifts from 

individual employees with whom they have a supervisor or supervisee relationship and  

from any person, firm, or corporation that is directly or indirectly involved or interested in 

business dealings with the district when the intent of such gift giving is to influence their 

employment or business relationship. Vendor samples related to school district business and 

school district sanctioned awards or recognition are not considered to be gifts. School district 

employees may accept gifts from other school district employees at times of district recognized 

holidays, retirement, employee illness, death in the family, and from goodwill funds (e.g. 
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Sunshine Fund) , provided the apparent value of the gift is within reasonable limits, i.e. under 

fifty (50) dollars.  

 

Per School Board policy 441.21, “No Board Member or district employee may accept any gifts in 

excess of a $25 value annually from any person, firm or corporation that is directly or indirectly 

involved or interested in business dealings with the district. Vendor samples related to school 

district business are not considered gifts.” 
 

Per School Board policy 441.22, “No Board Member or district employee shall be involved 

directly or indirectly in recommending and/or purchasing goods and services for the district 

when the employee or an immediate family member has a pecuniary interest in the firm being  

recommended. A Board Member or district employee shall not be deemed to have a conflict of  

interest under this section as long as, at the earliest opportunity after having acquired 

knowledge of the conflict, he/she does the following: Disclose the conflict of interest in writing to 

the superintendent or his/her designee prior to award of a contract to the business entity; and  

Disqualifies himself/herself from participating in any decision by the district to recommend award 

of or to award a contract to the business entity.  

 

Per School Board policy 571, “An employee of the district may engage in non-district 

employment that does not interfere with his or her time or ability to perform his or her job 

assignment, create a conflict of interest, or reflect adversely on the school district.” 

 

Immediate family is defined as a spouse, parent, child, mother-in-law, father-in-law, son-in-law, 

daughter-in-law, sibling, grandparent, grandchild, legal guardian, legal ward, or household 

member. (See School Board policy 524.) 



 

 Life Cycle of a Grant 
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CHAPTER 2 – UNDERSTANDING THE CHART OF ACCOUNTS 
 
One of the keys to successful grant implementation and management is understanding the 
School District’s chart of accounts and how it integrates with the Alaska Department of 
Education and Early Development Uniform Chart of Accounts (State Chart of Accounts).  
Budget development and grant fiscal management is greatly enhanced when grant related staff 
develop this understanding early on.   
 
This chapter will explain: 
• The structure and terminology of the School District’s Chart of Accounts  
• How School District accounts numbers accomplish integration with the State Chart of 

Accounts. 
• Definitions of School District account segment codes to facilitate correct coding of grant 

expenditures.  

1.1 Overview 
The District’s chart of accounts is organized to comply with the Alaska Department of Education 
and Early Development Uniform Chart of Accounts and Account Code Descriptions (2014 
Edition). To ensure that information among different School Districts is comparable, the State  
requires that all school districts account for revenue and expenditures under the same basic 
guidelines. Those guidelines require that school districts report expenditures by “function” and 
by “object”.  
 
They are: 
 
 Segment 1: Reporting Unit (3) 
 Segment 2: Fund (2) 
 Segment 3: Function (2) 
 Segment 4: Program (4) 
 Segment 5: Budget Check (3) 
 
 Total: 14 characters 

1.2 Segment 1: Reporting Unit 
The first segment is the Reporting Unit. A reporting unit can be a location, such as a school, an 
administrative department, or a grouping of departments who have the same responsible 
employee overseeing the departments. 
 
The reporting units are structured as follows: 
 

100-199  Elementary Schools 
200-299  Middle Schools 
300-399  Junior/Senior High Schools 
400-499  High Schools 
500-599  Alternative / Charter Schools 
600 and above Administrative offices and other departments 
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The Reporting Units are listed below: 
 

 
 

Reporting 
Unit Description Reporting Unit Description

ELEMENTARY SCHOOLS ALTERNATIVE/CHARTER SCHOOLS (con't)
100 Anderson Elementary 515 Chinook Charter School
105 Anne Wien Elementary 520 Effie Kokrine Charter School
110 Arctic Light Elementary 525 Star of the North Charter School
115 Badger Road Elementary 530 Watershed Charter School
120 Barnette Magnet School 535 BRIDGE
125 Crawford Elementary 599 Districtwide other
130 Denali Elementary
135 Hunter Elementary ADMINISTRATIVE DEPARTMENTS
140 Joy Elementary 600 Administrative Center
145 Ladd Elementary 605 Board of Education
150 Nordale Elementary 610 Superintendent
155 North Pole Elementary 615 Alternative Instruction & Accountability
160 Pearl Creek Elementary 620 Special Education
165 Salcha Elementary 625 Community and Public Relations
170 Ticasuk Brown Elementary 630 Human Resources
175 Two Rivers Elementary 635 Labor Relations
180 University Park Elementary 640 EEO/Affirmative Action
185 Weller Elementary 645 Technology
190 Woodriver Elementary 650 Student Information Systems
199 Districtwide Elementary 655 Network & Computer Services

660 Instructional Technology
MIDDLE SCHOOLS 665 Business Information Systems

200 North Pole Middle School 670 Assistant Superintendent - Elementary
205 Randy Smith Middle School 675 English Language Learner Program
210 Ryan Middle School 680 Health Services
215 Tanana Middle School 685 Library Media
299 Districtwide Middle School 690 Assistant Superintendent - Secondary

695 Curriculum
JUNIOR/SENIOR HIGH SCHOOLS 700 After Schools Program

300 Ben Eielson Jr/Sr High School 705 Office of Safe & Healthy Students
399 Districtwide Jr/Sr High 710 Facilities Maintenance 

715 Custodial & Grounds
HIGH SCHOOLS 720 Administrative Services

405 Hutchison High School 725 Accounting Services
410 Lathrop High School 730 Procurement
415 North Pole High School 735 Business Services
420 West Valley High School 740 Grants Administration
499 Districtwide High School 745 Nutrition Services Center

750 Federal Programs
ALTERNATIVE/CHARTER SCHOOLS 755 Shipping & Receiving

500 Alternative Learning System 760 Transportation
505 B.E.S.T. 765 Alaska Native Education
510 Golden Heart Academy 770 Career Technical Education

780 Howard Luke Building



FNSBSD Guide to Grants Management  Effective from July 1, 2015 
 

1.3 Segment 2: Fund 
The next segment is the Fund. A fund is a fiscal and accounting entity with a self-balancing set 
of accounts recording cash and other financial resources, together with all related liabilities, and 
residual equities or balances, and changes therein, which are segregated for the purposes of 
carrying on specific activities or attaining certain objectives in accordance with special 
regulations, restrictions, or limitations. 
 
The district funds are listed below: 
 
Fund Number   Fund Description 
 

00 Treasury Fund: Accounts for bank account transactions. 
 
10 General Fund: The fund used to account for all operations of the school 

district not required by law or administrative action to be accounted for in 
another fund. 

 
15 Student Transportation Fund: The fund used to account for revenues and 

expenditures for student transportation to and from school and other 
state-approved student transportation. Revenues include state student 
transportation revenue and any necessary transfers from the general 
fund. 

 
20 Nutrition Services Fund: The fund used to account for non-instructional 

food service operations including National School Lunch and Breakfast 
programs. 

 
25 Local Programs Fund: A fund used to account for the proceeds of specific 

local revenue sources which are restricted or committed to expenditure 
for specified purposes.  Generally the resources of this fund cannot be 
diverted to other uses. 

 
30 State Programs Fund: A fund used to account for the proceeds of specific 

state revenue sources which are restricted to expenditure for specified 
purposes. Its use and limitations are specified by legal authority, and 
generally the resources of this fund cannot be diverted to other uses. 

 
35 Federal Programs: A fund used to account for the proceeds of specific 

federal revenue source which are restricted to expenditure for specified 
purposes.  Revenues are either passed directly to the district, passed 
through the State, or passed through other entities. Its use and limitations 
are specified by legal authority, and generally the resources of this fund 
cannot be diverted to other uses. 

 
40 School Activity Fund: A fund used to account for local revenues raised by 

student activities or groups, and the related expenditures.  
 
45 Agency Fund:  A fund used to account for revenue sources received and 

held by the district on behalf of non-student groups. The distinguishing 
characteristic of agency funds vs. district general fund activity is who has 
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ultimate authority for determining the use of the funds resources.  Staff 
sunshine clubs are one example of an agency fund. 

 
50 Capital Projects Fund: A fund used to account for all resources used for 

capital outlay including acquisition of equipment and additions and major 
repairs or improvements to facilities. All projects funded by State 
construction grants, bonded indebtedness, and district designated capital 
projects. 

 
60 Risk Management Internal Service Fund: A fund that accounts for self-

insurance and risk management services provided to other funds of the 
district on a cost reimbursement basis. 

 
FA Fixed Assets Fund: A self-balancing group of accounts used to account 

for fixed assets owned and used by the school district.  

1.4 Segment 3: Function 
Function is a classification required by the state to group within a fund the different broad 
classifications of financial activities or services performed; for example, Instruction is function 
10, a broad group of activities and services performed. Functions provide for the reporting of 
financial information in a manner which is useful to school boards, superintendents, the 
Department of Education and Early Development, the Legislature, and in some instances 
provides for the accumulation of expenditures in such a manner as to show compliance with law 
or regulation. 
 
Function Number  Function Description 

10 Instruction: Instruction includes the educational activities directly 
involving the interaction between teachers and students. 
Instruction may be provided in the school classroom, in another 
location such as a home or hospital, or in other learning 
situations such as student curricular field trips. It may also be 
provided through some other approved medium such as 
correspondence. Included here are the certificated classroom 
teachers or other certificated personnel who are performing as 
classroom teacher and classroom aids or classroom assistants 
who directly assist in the instructional process.  

  
20 Special Education Instruction: Special education instruction 

includes the educational activities directly involving the interaction 
between teachers and special education students in the 
classroom or other facility. Included here are the costs of 
instruction for the student who deviates from the average or 
normal child in mental, physical or social characteristics to such 
an extent that he or she requires a modification of school 
practices or special education services in order to develop to his 
or her maximum potential. Included here are the certificated 
special education teachers or other certificated personnel who 
are performing as the special education teacher and classroom 
aides or classroom assistants who directly assist in the special 
education instructional process. 
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22 Special Education Support Services – Students includes 
educational activities designed to assess and improve the well-
being of special education students. Included here is the special 
education director/coordinator/manager. Also included are the 
costs of such activities as special education guidance, health 
services, social work, psychological services, speech pathology 
services, audiology services, and physical therapy services 
provided to students as the result of an Individualized Education 
Program (IEP).  

  
30 Support Services – Students includes the activities designed to 

assess and improve the well-being and health of students and to 
supplement the instruction process. Included here are guidance 
services, health services, attendance and social work services 
and boarding home costs.  

  
35 Support Services – Instruction includes those activities that assist 

instructional staff with the content and process of providing 
learning experiences for students. Included are improvement of 
instructional services (curriculum development and techniques of 
instruction), library services, audio/visual services, and in-service 
training. Included here are the costs of nonteaching 
director/coordinator/managers who are specifically trained and 
directly assigned to instructional programs and librarians and 
library aides. Also included here are general teacher in-service 
expenditures whether provided for by the 
director/coordinator/manager of curriculum, by outside 
professional consultants or through conference attendance. 

  
40 School Administration includes the activities of overall 

management, direction and leadership of a school. This includes 
general supervision of the school, evaluation of school staff 
members, assignment of duties to staff members, and 
coordination of school instructional activities. Included here are 
certificated school administration staff including principals and 
head teachers while not in the classroom teaching. Also included 
here are other corresponding expenditures related to principals, 
and head teachers. 

  
45 School Administration Support Services includes the activities 

that support School Administration, function 40, in the overall 
management of a school. Included here are the non-certificated 
school administration staff including secretaries and clerks. Also 
included here are other corresponding expenditures related to 
secretaries and clerks. 

  
51 District Administration includes the activities of the board, overall 

district-wide executive and general administration of the school 
district. This includes the office of the superintendent; activities of 
the elected school board and any expenditures for lobbyists; 
public relations and information services; and any district-wide 
planning, research, development and evaluation activities. 
Included are the superintendent and assistant superintendents. 
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55 District Administration Support Services includes the activities of 
managing and conducting general administrative services of the 
school district, including accounting, payroll and budgeting, 
purchasing, recruiting and placement, statistical manipulation and 
reporting, and data processing. Included are collecting and 
organizing data, converting data to machine-usable form and 
preparing financial, property, student, personnel, program, 
community and statistical reports. Included are 
director/coordinator/manager of fiscal responsibilities, 
accountants, bookkeepers, and secretaries. 

  
60 Operation and Maintenance of Plant includes activities of keeping 

buildings open and ready for use, equipment in an effective state 
of repair and grounds keeping. This includes the 
director/coordinator/manager of operations, janitors, and 
custodial staff.  
 

 
70 

Student Activities is used in both the General Fund and the 
School Activity Fund for activities that are non-instructional school 
sponsored and sanctioned student activities (clubs, inter-
scholastic activities, etc.). The director or coordinator of activities, 
other staff salaries and related expenses are classified under this 
function. Travel for all extra-curricular activities and student 
activity extra duty compensation is included in this function. 
 

76 Student Transportation includes activities of transporting students 
between home and school. Included here are the 
director/coordinator/manager of transportation, bus drivers, and 
support staff. 

  
79 Food Services includes activities of non-instructional 

management and operation of food service programs of the 
school or school district; the preparation and serving of regular 
and incidental meals, lunches or snacks in connection with 
school activities, and the delivery of food. 

1.5 Segment 4: Program 
The Program Segment is a further break down of other segments. In a school setting, the 
Program segment is used to further identify elements of a particular function. For example, 
within the Support Services Students function there are two sub-functions (programs): Guidance 
and Health Services. Also within the school setting, Program is used to further identify the 
Student Activity function based on activities specifically identified in section 107 of the 
Negotiated Agreement with the Fairbanks Education Association. 
 
In an administrative setting, the Program segment is used to identify different departments 
within a reporting unit that have the same responsible employee assigned to them. For 
example, under the reporting unit Facilities Maintenance there are three departments: Building 
& Utilities, Building Rentals, and Custodial Services. 
 
Finally, the Program segment is used for grants where one grant award funds multiple programs 
with the same grant award.  For a complete list of Programs, please see next page.  
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Program 
# Program Description 

Program 
# Program Description 

1010 Regular Instruction 1255 Math Initiative 
1020 Special Education Instruction 1260 Miscellaneous 

1022 
Special Education Support Services 
Students 1265 Music – Vocal 

1030 Support Services Students 1270 National Honor Society 
1035 Support Services Instruction 1275 Orchestra 
1040 School Administration 1280 Photography 
1045 School Administration Support Services 1285 Physical Education 
1051 District Administration 1290 R.T.I. 
1055 District Administration Support Services 1295 Reading Initiative 
1060 Operation & Maintenance of Plant 1300 Related Arts 
1070 Student Activities 1305 Rifle 
1076 Student Transportation 1310 ROTC 
1078 Community Services 1315 School Papers 
1079 Food Service 1320 Science 
1088 Construction 1325 Soccer – Boys 
1100 Academic Decathlon 1330 Soccer – Girls 
1105 Activities Coordination 1335 Social Studies 
1110 Alaska Native Education 1340 Softball 
1115 Art Curriculum 1345 Student Council 
1120 Art Resource 1350 Swimming 
1125 Baseball 1355 Technology 
1130 Basketball – Boys 1357 Tennis 
1135 Basketball – Girls 1360 Track & Field 
1140 Career Tech Education 1365 Volleyball 
1145 Cheerleaders 1370 World Language 
1150 Class Advisors 1375 Wrestling 
1155 Cross Country Running 1380 Yearbook 
1160 Cross Country Skiing 2005 APOC Reporting 
1165 Drama/Debate/Forensics 2010 Testing 
1170 Extended Learning 2015 Allotments – Correspondence 
1175 Football 2020 Summer School 
1180 General Music 2025 Recruiting 
1185 Guidance 2030 FEA/ESSA Presidents’ Leave 
1190 Gymnastics 2035 NEA President’s Leave 
1195 Health Curriculum 2040 Health Care 
1200 Hockey 2045 General Program 
1205 In-House Suspension 2050 Leadership Development 
1210 Instruction 2055 Staff Development 
1215 Instrumental Music 2060 Districtwide Safety 
1220 Interest Clubs - Non Sport  2065 Building Rentals 
1225 Interest Clubs - Other Sports 2070 Miscellaneous Services 
1230 Intramurals 2075 Copy & Print Services 
1235 Key Club 2080 Building & Utilities 
1240 Language Arts 2085 Custodial & Grounds 
1245 Library 9000 Indirect Cost Recovery 
1250 Math 9010 On-Behalf Payments 
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1.6 Putting the Long-Account together 
These first four segments combine to create the first component of the Chart of Accounts: The 
Long-Account. The long-account will always be in segment order and will be shown as follows: 
 
 Seg 1 Seg 2 Seg 3 Seg 4  
 REPORTING UNIT FUND FUNCTION PROGRAM  
 100 10 30 1185  
 
 
 
 

100-10-30-1185 = Anderson, General Fund, Support Services - Students, Guidance 
 

1.7 Segment 5: Budget Check 
The Budget Check segment correlates to the State Chart of Accounts expense object.  Within 
the School District COA it groups like object codes into the required State Chart of Account 
expense object in order to check the available budget, and to roll like objects together for 
reporting and budget revision purposes. 
 
Budget Check # Budget Check Description 

310 Certificated Salaries 
320 Non-Certificated Salaries 
360 Employee Benefits 
410 Professional & Technical Services 
420 Staff Travel 
425 Student Travel 
430 Utilities 
435 Energy 
440 Other Purchased Services 
445 Insurance and Bond Premiums 
450 Supplies, Materials & Media 
480 Tuition & Stipends 
490 Other Expenses 
495 Indirect Costs 
510 Equipment 
540 Other Capital Outlay 
560 Other Noncurrent Debits 

1.8 Object Code 
A valid account is represented by the Long-Account, an Object Code, and a Project. Object 
codes are used to identify expenses and revenues and are consistent across departments and 
funds. Objects define the line item detail in your budget. 
 
Expenditure objects are listed below, along with the related budget check segment in which they 
can be found. 
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BUDGET CHECK SEGMENT FNSBSD OBJECTS 
310 – Certificated Salaries  
 13130 – Principals/Assistants 
 13140 – Exempt Salaries - TRS 
 13150 – Certified Teachers 
 13160 – Extra Duty Pay for Certified 
 13170 – Supplemental Pay for Certified 

 
 13130 Principals/Assistants – are certified employees who are subject to TRS. 
 13140 Exempt Salaries - TRS – includes exempt management employees who 

are subject to TRS.  Management employees in this category must hold a 
teaching certificate as a condition of employment. 

 13150 Certified Teachers – are certified employees who are subject to TRS. 
 13160 Extra Duty Pay for Certified – includes payment to certificated staff for 

Student Activity Sponsorship (SAS) contracts. 
 13170 Supplemental Pay for Certified  

 MOAs (Memorandums of Agreement) are certified employee contracts 
where a service is provided (by the employee) in exchange for a lump 
sum payment at the completion of the contract. 

 Stipends are payments made to certified staff who voluntarily participate 
in a district initiated activity or meeting that occurs after the regular 
workday or on weekends. 

 
BUDGET CHECK SEGMENT FNSBSD OBJECTS 

320 – Non-Certificated Salaries  
 13210 – Exempt Salaries – PERS 
 13220 – Board Member Compensation 
 13240 – Support Staff 
 13245 – Overtime 
 13250 – Extra Duty Pay for Classified 
 13255 – Extra Duty Pay for Others  
 13260 – Shift Differential 
 13270 – Substitutes for Certified 
 13290 – Temporaries 

 

 13210 Exempt Salaries - PERS – are exempt management employees subject to 
PERS. 

 13220 Board Member Compensation – are payments made to school board 
members. 

 13240 Support Staff – are benefited classified employees who are subject to 
PERS. Included here are secretaries, aides, after-school program coordinators 
and other similar positions. 

 13245 Overtime – is used for hourly employees who work more than 7 ½ hours 
per day or more than 37 ½ hours per week (classified), more than 8 hours per 
day or more than 40 hours per week (hourly exempt) or more than 40 hours per 
week (substitutes or temporaries) 

 13250 Extra Duty Pay for Classified – is payments to regular classified 
employees for Student Activity Sponsorship (SAS) contracts. 
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 13255 Extra Duty Pay for Others – is payments to temporary employees for 
Student Activity Sponsorship (SAS) contracts. 

 13270 Substitutes for Certified – are substitutes who are filling in for certified 
staff. The substitute does not necessarily have to be certified. These positions 
are not subject to PERS or TRS. 

 13290 Temporaries – are temporary employees who are hired to work either full-
time for less than 90 days at a time, or less than 15 hours per week in a 
temporary position, but are not filling in for other regular staff. These positions 
are not subject to PERS or TRS. 

 
BUDGET CHECK SEGMENT FNSBSD OBJECTS 

360 – Employee Benefits  
 13610 – Health & Life Insurance 
 13620 – Unemployment 
 13630 – Worker’s Comp 
 13640 – FICA 
 13650 – TRS 
 13660 – PERS 

 
 

BUDGET CHECK SEGMENT FNSBSD OBJECTS 
410 – Professional and Technical 
 Services 

 

 24100 – Professional & Technical 
 
Use this budget item for services rendered to the district by someone other than an 
employee of the district, who performs a specialized service (i.e. providing direct 
instruction to students, or in-service training for staff). Also, it includes the services of 
architects, engineers, consultants and accountants, tuition for employees to sign up for 
both internet courses and courses attended locally (such as UAF), and tuition for 
students (including correspondence courses or UAF courses).  
 

BUDGET CHECK SEGMENT FNSBSD OBJECTS 
420 – Staff Travel  
  24200 – Travel 
 24210 - Mileage 

 
Staff travel includes transportation, meals, hotel, incidentals, and conference 
registrations associated with traveling on school district business. Also, it includes 
mileage at the designated rate per mile for use of personal vehicle. DO NOT include 
staff accompanying students as chaperones in staff travel (see student travel). 
 

 24200 Travel – includes expenses associated with travel for business.. This 
includes registration fees, airfare, hotel, per diem, and incidentals (i.e. taxi fare, 
parking fees).  

 24210 Mileage – You should code the use of personal vehicles for transportation 
within the school district here. Mileage is paid through payroll, and the employee 
must fill out an In District Mileage Report in order to get reimbursed for the use of 
their personal vehicles. 
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BUDGET CHECK SEGMENT FNSBSD OBJECTS 
425 – Student Travel  
  24250 – Student Travel 

 
 24250 Student Travel – includes transportation and related costs (hotel, per diem 

for chaperones) of extra-curricular travel for students and their chaperones. This 
includes bussing for in district travel as well as out of district travel. 

 
BUDGET CHECK SEGMENT FNSBSD OBJECTS 

430 – Utility Services  
 24310 – Water / Sewer 
 24320 – Garbage 
 24330 – Communication 
 24335 – Postage 
 24340 – Snow Removal 
435 – Energy  
 24360 – Electricity 
 24370 – Natural Gas 
 24380 – Heating Oil 

 
Each school has its own accounts for Utility Services and Energy, under the function 60 
– Operations & Maintenance of Plant. The Facilities Management Department manages 
all of these accounts. 
 

BUDGET CHECK SEGMENT FNSBSD OBJECTS 
440 – Other Purchased Services  
 24400 – Purchased Service 
 24403 – Copier Charges 
 24405 – Fingerprinting 
 24410 – Rentals 
 24420 – Building Repairs 
 24430 – Equipment Repairs 
 24440 – Site Repairs 

 
Probably the most misused of all the object codes, purchased services includes 
expenditures for meeting room rental, repair and maintenance services, advertising, 
printing, and cellular phone service. Purchased services is commonly confused with 
professional and technical services. Please carefully review these object codes prior 
to budgeting and coding expenditures. 
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BUDGET CHECK SEGMENT FNSBSD OBJECTS 
450 – Supplies, Materials and Media  
 24500 – Supplies 
 24510 – Software 
 24520 – Textbooks 
 24570 – Equipment ($500-$4999) 
 24790 – Miscellaneous 

 
A supply item is any article or material which meets one or more of the following 
conditions:  

1) it is consumed in use;  
2) it loses its original shape or appearance with use;  
3) it is expendable, that is, if the article is damaged or some of its parts are lost 

or worn out it is usually more feasible to replace it with an entirely new unit 
rather than repair it;  

4) it is an inexpensive item whose small unit cost makes it inadvisable to 
capitalize the item; or  

5) it loses its identity through incorporation into a different or more complete unit 
or substance. 

 
Ø 24500 Supplies – includes teaching supplies, periodicals and newspapers, audit-

visual costs, office supplies, shop tools, office appliances, home economic dishes 
and kitchen utensils, items for science laboratories, athletic equipment, 
computers and any other office equipment which costs less than $500 per unit 
(including the related freight charges). Also included are costs associated with 
materials and supplies used by district maintenance employees in the repair and 
upkeep of buildings, apparatus, equipment and grounds, and custodial supplies. 
Also included is textbooks and bindings or repairs, and library books in school 
budgets.  

Ø 24510 Software – includes the cost of software and software licenses which have 
an individual unit cost of less than $5,000, or have a useful life of less than one 
year. Also, included are software licenses or subscriptions paid with an annual 
fee. 

Ø 24520 Textbooks – includes textbooks and bindings or repairs, and library books 
for textbook adoption. The object for Textbooks does not exist in school budgets. 

Ø 24570 Equipment ($500-$4999) - includes items purchased which may have a 
useful life of more than one year and/or cost more than $499, but do not meet the 
capitalization threshold set by the District of $5,000. Code items such as video 
cameras, computers, and certain large printers here. 

Ø 24790 Miscellaneous – includes expenditures for goods that cannot be 
accounted for in another supplies, materials and media account.  
 

 
BUDGET CHECK SEGMENTS FNSBSD OBJECTS 

480 – Tuition and Stipends  
 24850 – Stipends  

 
Included in the tuition object are expenditures to reimburse other school districts which 
educate a student or students residing in one’s own district, and expenditures by the 
school district for the meals and lodging of students in a private home or other facility 
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when such students are required to live away from home to attend school on a regular 
basis. Included are payments and allowances to boarding home and RSVP students and 
short-term vocational education lodging costs. As a general rule, the District has no 
expenditures that fit into this category. 

  
 24850 Stipends – includes payments for the Special Education Student Work 

Program. 
 

BUDGET CHECK SEGMENT FNSBSD OBJECTS 
490 – Other Expenses  
 24900 – Dues & Fees 
 24910 – Donations  

 
 24900 Dues and Fees – includes payments for dues in professional 

organizations as determined by school district policy and procedures.  
 24910 Donations – includes payments to fund certain causes or charities.  Most 

donations are made from School Activity Fund groups or clubs (fund 40). 
 

BUDGET CHECK SEGMENT FNSBSD OBJECTS 
495 – Indirect Costs   
 24950 – Indirect Costs 

 
Indirect costs arise as a result of applying our approved indirect cost rate to eligible 
direct costs. An indirect cost rate is a means of determining, in a reasonable manner, the 
percentage of allowable general administrative expense that each federal grant should 
bear. The Alaska Department of Education & Early Development (DEED) has, in 
cooperation with the U.S. Department of Education, developed an indirect cost plan to 
be used by local education agencies in Alaska. We apply to DEED each year for a new 
rate based on the most recent audited financial statements. Some important points you 
should know about indirect rates are: 
 

1) Sometimes grantors put a cap on the indirect rate for a particular grant. Don’t 
assume a grant uses the negotiated rate. Always check the grant award. 

2) Unless prohibited by the grantor, we always charge indirect to the grant. 
3) Federal pass-thru grants – in general, the indirect cost rate changes each 

year regardless of what the rate was when the grant application was 
submitted. Remember this for multi-year grants because budget revisions will 
be required in subsequent years to allow for changes in the indirect rate. 

4) Direct federal grants – the Feds will not necessarily use our DEED negotiated 
indirect cost rate. They can negotiate their own rate. Also, they may or may 
not keep the rate the same each year on a multi-year grant. Again, check the 
grant award for the particulars of the indirect rate and how it applies to your 
grant. 

 
See the rule for applying indirect to equipment and software in the following section for 
“Required Object 510 – Equipment” and “Required Object 540 – Other Capital Outlay 
Expenses”. 
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BUDGET CHECK SEGMENT FNSBSD OBJECTS 
510 – Equipment   
 35100 – Equipment ($5000 or greater) 

 
35100 Equipment ($5000 or greater) – includes individual items of equipment costing 
$5,000 or more with a useful life longer than one year. Note: indirect cannot be applied 
to capitalized equipment items.  
 

BUDGET CHECK SEGMENT FNSBSD OBJECTS 
523 – Building/Improvement   
 35200 – Other Services (1% for Art) 
 35230 – Construction Contacts 

BUDGET CHECK SEGMENT FNSBSD OBJECTS 
532 – Interest on LT Debt 35320 – Interest Expense 
533 – Principal on LT Debt 35330 – Principal Expense 
  

 
BUDGET CHECK SEGMENT FNSBSD OBJECTS 

540 – Other Capital Outlay   
 35400 – Software ($5000 or greater) 

 
35400 Software ($5000 or greater) – includes software packages or licenses with a unit 
cost of $5,000 or more where the software has a useful life longer than one year. 
Software licenses or subscriptions paid with an annual subscription fee do not meet the 
definition of capitalized software. Note: indirect cannot be applied to capitalized software. 
 

BUDGET CHECK SEGMENT FNSBSD OBJECTS 
540 – Other Capital Outlay   
 35400 – Software ($5000 or greater) 

 
BUDGET CHECK SEGMENT FNSBSD OBJECTS 

560 – Other NonCurrent Debits  
 35600 – Awaiting Budget 

 

1.9 Project 
The last piece of the account number is the Project. For all non-grant related accounts, the 
project will always be zero (0). In grants, the project will be the grant number. The grant project 
numbers are 5 digits.  
 

1.10 Chart of Accounts Overview Chart 
The following chart is an overview of the various segment codes available within the district 
chart of accounts and can be helpful in understanding how account numbers are created.
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MUNIS	Chart	of	Accounts	Overview	
 
 
 

Reporting	
Unit	 Fund	 Function	 Program	

Budget	
Check	 Object	 Project	

 
 
 
A reporting 

  
 
A fund is a 

  
 
A function is a 

  
 
Program is a 

  
 
The Budget 

  
 
Object codes 

  
 
The Project unit can be a  fiscal and  classification  further break-  Check 

segment  are used to  segment is 
location, such  accounting  required by  down of other  groups like  identify  used to 
as a school, a  entity with a  the state to  segments. In a  object  expenses and  identify grant 
department or  self-balancing  group within  school setting  accounts into  revenues and  accounts. 
a grouping of  set of 

accounts  a fund the  the program  the required  are consistent   departments  which are  different  segment is  state object  across  The project 
who have the  segregated for  broad  used to further  accounts in  departments  segment in the 
same  the purposes 

of  classifications  identify  order to check  and funds.  General Fund, 
responsible  carrying on  of financial  elements of a  the available    Transport- 
party  specific  activities or  particular  budget, and to  Objects define  ation Fund 
overseeing the  activities or  services  function.  roll like 

objects  the line item  and the 
departments.  attaining  performed.    together for  detail in your  Nutrition 
  certain    In an admin-  reporting  budget.  Services Fund 
  objectives in    istrative  purposes.    is a 0. 
  accordance    setting,       
  with special    program is  There is a    For the Local 
  regulations,    used to  definite    Programs, 
  restrictions, or    identify  correlation    State 
  limitations.    different  between the    Programs, 
      departments  budget check    Federal 
      within the  code and the    Programs and 
      same  object code.    Capital 
      reporting unit.      Projects 

Funds,             this is a 5 
            digit number. 

165-10-30-1185-450-24500	-0	
 
 

The above number is known as a “Long-Account”
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CHAPTER 3 – GRANT APPLICATION 
 
The grant application process is the first step in obtaining any grant.  This chapter will: 
 
Define the different types of grants 
• Describe the district’s process for grant applications  

 TYPES OF GRANTS 

"Grants" are defined as awards of money or property in which the named recipient is the District 
or a school or program of the District. (See District A.R. 428.4) 

 Discretionary Grants (State or Federal) 
 

A discretionary grant, also known as a competitive grant, is an award made by a federal 
or state agency for which the agency has discretion, or choice in, which applicants 
receive funding.  Virtually all of discretionary grants from the U.S. Department Education 
(DOE) and the Alaska Department of Education and Early Development (DEED) are 
made based on a competitive review process.  Most federal discretionary grants the 
School District receives are direct federal grants (they do not pass through the State.)  

 

 Federal Formula Grants (or State Pass-Thru Grants) 
 

A federal formula grant (also known as a pass-thru grant) is a non-competitive award 
based on a predetermined formula. These grants are funded under what are sometimes 
referred to as "state-administered programs" or "statutory entitlement programs," and are 
administered by various program offices within the US DOE. Generally, formula grants 
are awarded to state agencies that administer various kinds of assistance, mostly to 
local education agencies (LEA). 
 

 State Formula Grants 
 

A state formula grant is a non-competitive award based on a predetermined formula. 
These grants are funded by the State of Alaska and administered by various state 
agencies such as the Alaska Department of Labor and Workforce Development and the 
Department of Education and Early Development (DEED).  
 

 Alaska Legislative Grants 
 
Legislative grants are State grants to recipients named in an appropriation act passed by 
the Alaska State Legislature.  The recipients may or may not have to apply for the grant.  
The school district frequently receives legislative grants, sometimes directly and 
sometimes passed through a third party (such as the Borough) to the school district.   

 Private Corporate or Foundation Grants 
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The school district occasionally receives grants from corporations or foundations, 
sometimes small grants (under $5,000) and sometimes larger grants.   
 
GRANT APPLICATION PROCESS 

FNSBSD Administrative Regulation 428.4 governs the process of submitting grants. The District 
is the legal applicant and recipient for all grant funds applied for and received by all of its 
schools, programs and departments. Grants applied for and received by individual district 
personnel for personal or professional development purposes are not subject to FNSBSD 
policies unless they involve students, use of school property, or require the participation of other 
district personnel. 
 
The grants and special projects department facilitates the process of obtaining grants that 
support district priorities, and performs the following grant submission and acceptance related 
duties:  
• provides oversight of district grants and technical assistance to 

grant managers 
assists district staff in locating funding sources  
•coordinates district grant review process  
• supports the preparation of and submits competitive and formula grant applications 
that are over $5,000  
•reviews and provides technical assistance with small grants which are $5,000 or less 
and approves or disapproves small grant submissions which are $5,000 or less 
•coordinates collaborative grant applications (and other collaborative projects as 
appropriate) with other agencies 
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CHAPTER 4 – RECEIPT OF GRANT AWARD 
 

 GRANT ACCEPTANCE PROCESS 

FNSBSD Administrative Regulation 428.4 governs the process of accepting grants.  
 
1. When a proposal is funded (i.e., granted), regardless of grant type, the recipient(s) must 
notify the director of grants and special projects so that the proposed project may be brought to 
the GRC for review. If the funded grant contains changes from the original proposal by the 
funding agency (i.e., new requirements, awarded amount), the director of grants and special 
projects must receive one (1) copy of the changes at least 3 days prior to the GRC review 
meeting.  
 
2. The GRC will examine the grant in the following areas:  
a. Changes in district priorities or programs that may negatively affect grant implementation if 
the grant is accepted  
b. What effect grant revisions (if any) have on the proposed program or program budget  
 
3. After review, the GRC may recommend that the Board approve or not approve acceptance of 
the grant. The director of grants and special projects will write the board note with its 
recommendation and add it to the next board agenda. No grant may be accepted or initiated 
without board action.  
 
Once a grant award is received it is essential the grant manager take steps to understand 
general laws and regulations governing grant management as well as the laws and regulations 
specific to the funding agency.  A grant manager armed with this information is in the best 
position to ensure the District meets the compliance requirements we are obligated by law to 
meet.  This chapter describes: 
 
• Where to find information regarding the compliance requirements of your grant and 
• Key points you should know from the available guidance. 
 

 GENERAL GRANT REGULATIONS 

 
Grants are generally governed by the U.S. Office of Management and Budget (OMB) 
circulars and the Code of Federal Regulations (CFRs) which regulate the 
implementation of procurement, financial, and administrative grant management 
activities. 
 
The Uniform Grant Guidance (UGG), found in 2 CFR Part 200, applies to all grant 
awards made after December 26, 2014 and may be found online at: 2CFR Part 200. 
 
Grant managers are expected to read and become familiar with the following 
documents: 
 
• Request for Applications (RFA) or Request for Proposals (RFP)  
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• Grant Application (which includes the budget and the evaluation plan) 
• Grant award  

The Code of Federal Regulations (CFR) applicable to the granting agency for your particular 
grant. For grants from the US Department of Education, this is EDGAR. If your grant is from a 
federal agency other than the U.S. Department of Education, you can do an online search for 
the correct CFR citation at http://www.gpoaccess.gov/cfr/retrieve.html.   
 
Request for Application 

The request for application (RFA) is the official document that invites entities to submit 
grant applications to accomplish a specific program purpose. RFAs guide the completion 
of the grant application and usually include information about the funding selection 
criteria and priorities, mandatory project components, expected performance measures 
and results, budget and matching requirements, and submission and reporting 
requirements. 
 

 Grant Application 
This is the project plan that the granting agency approved.  It is imperative that you read 
and understand every part of the grant application as it contains the scope of work, 
timelines, budget, and evaluation plan. 
 

 The Grant Award 
 

The grant award specifies important information such as the award number, project 
period, award date, amount of award, and matching and reporting requirements.  It also 
contains the grant budget, budget narrative, and may contain special requirements that 
exceed those required by the Uniform Grant Guidance (UGG).  The grant manager 
should read the grant agreement from cover to cover to ensure that they understand all 
compliance requirements contained in the agreement and are complying with them. 

 

 ALLOWABILITY PROCEDURES 

 
Expenditures must be aligned with approved budget items. When determining how the District 
will spend grant funds, the Grant Manager assigned to each grant will review each proposed 
cost to determine whether it is an allowable use of grant funds before obligating and spending 
those funds on the proposed item. The Uniform Grant Guidance (2 CFR Part 200) establishes 
principles and standards for determining costs for federal awards carried out through grants and 
other agreements.  The entire document may be found online at: 2CFR Part 200. The Grant 
Manager must consider these principles and standards when making allowability 
determinations. Three of the most important basic guidelines are:  factors affecting allowability 
of costs, reasonable costs, and allocable costs.  They are discussed in more detail below. 

 
1) Factors Affecting Allowability of Costs (See UGG 2 CFR 200.403) To be 

allowable under federal awards, costs must meet the following general criteria: 
 

• They must be necessary and reasonable for the performance of the 
Federal award and be allocable to it; 
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• They must be consistent with policies and procedures that apply uniformly 
to both federal awards and other activities of the non-Federal entity; 
• They must be accorded consistent treatment; 
• They must be determined in accordance with generally accepted 
accounting principles (GAAP), except as otherwise provided in Subpart E of the 
UGG; 
• They must not be included as a cost or used to meet cost sharing or 
matching requirements of any other federally-financed program in either the 
current or a prior period; and 
• They must be adequately documented. 

 
2) Reasonable costs (See UGG 2 CFR 200.404) Costs are reasonable if, in their 

nature and amount, they do 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(s).  In determining reasonableness of costs, consideration shall be 
given to: 

 
• Whether they are of a type generally recognized as ordinary and 
necessary for the operation of the government unit or the performance of the 
federal award; 
• The restraints or requirements imposed by such factors as:  sound 
business practices; arms length bargaining; federal, state and other laws and 
regulations; and, terms and condition of the federal award; 
• Market prices for comparable goods or services;  
• Whether the individuals concerned acted with prudence in the 
circumstances considering their responsibilities to the governmental unit, its 
employees, the public at large, and the federal government; and 
• Whether the non-Federal entity significantly deviated from its established 
practices and policies regarding the incurrence of costs, which may unjustifiably 
increase the Federal award’s cost. 

3) Allocable costs (See UGG 2 CFR 200.405) 
 

A cost is allocable to a particular federal award if the goods or services involved 
are chargeable or assignable to such federal award in accordance with relative 
benefits received. 

 
Equally as important as the basic guidelines above, UGG 2 CFR 200.420-475 lists in 
alphabetical order 55 specific items of cost. District personnel responsible for spending 
federal grant funds and for determining allowability must be familiar with these 55 
selected items and must follow these rules when charging these specific expenditures to 
a federal grant. Additionally, State, District, and program-specific rules may deem a cost 
as unallowable and grant managers must follow these non-federal rules as well, even 
when they are more restrictive than the UGG.    
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CHAPTER 5 – GRANT FILE MANAGEMENT 
 

 GRANT “PROGRAM FILE” 

 
The grants and special projects department maintains grant program files which consist of the 
following six sections:  
• Grant Award Documents and Agreements 
• Financial Documents 
• Reports and Evaluations 
• General Communications 
• Reference Materials 
• Grant Application and Request for Applications 
 
Grant managers are also required to maintain a grant file in order to document all major actions 
from grant award through closeout. Grant managers are strongly encouraged to use the 
guidelines outlined in this chapter to organize files 

Grant Award Documents & Agreements Section 
 

This section contains documents and communications related to the grant award or 
executed grant agreement. In addition, subawards, contracts, and memoranda of 
agreement should be included.  

 
Financial Documents Section 
 

This section contains documents and communication related to budgets, budget 
revisions, financial reports, and other financial transaction-related documents. 

 

 Reports & Evaluations Section 
 

This section contains evaluation reports and annual and final program reports for the 
grant as well as any communications regarding these reports. 
 

 General Communications Section 
 

This section contains internal and external communications pertaining to the grant.  
Information could include correspondence between the grants director and department 
directors on the development and changes to the project.  Correspondence between the 
school district and the grant program officer would also be found in this section. 

 
Note that communications related to other grant file sections, such as the Financial 
Documents section, should be filed within that section. 
 

 Reference Materials Section 
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This section contains research documentation and other materials, such as flyers, 
brochures, etc., related to the project topic. 

 

 Grant Application/Proposal & Request for Applications (RFA) Section 
 

This section contains the request for applications that tells about the purpose of the 
grant program, funding amounts, due dates, eligible and ineligible activities for funding, 
budget and matching requirements, and submission and reporting requirements. Also 
included in this section is the original grant application that was submitted to the grant 
agency. This is the document that will be used to determine if changes in the project 
scope of work, timeline, or budget needs to be changed/updated after the grant is 
awarded. Communications regarding the grant application and/or request for 
applications should be included in this section. 
 

 GRANT “FISCAL FILE” AND COST CENTER 
 
At the beginning of each fiscal year or when we receive a new grant, the grants 
accountant creates a grant “fiscal file.”  The fiscal file contains all documentation related 
to the financial history of the grant, such as: 

 
• Grant Award 
• Cost Center 
• Grant / Project Information Sheet 
• Fiscal Note 
• Budget 
• Budget revisions 
• Quarterly financial reports 

 

 Grant Award 
 

The grant award is our official notification from the grantor.  It contains important 
information such as awarding agency, CFDA number, amount of the award, grant 
period, applicable guidance, and any special conditions of the award.   
 

 Cost Center (or Business Unit) 
 

Grantors require us to track revenues and expenditures of each grant separately.  To 
accomplish that in our financial accounting system, we assign each grant a unique 
number called a “cost center” or “business unit.”  Cost center is a more descriptive term 
and one we will use in this manual.  

 

 Fiscal Note 
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The fiscal note communicates certain important information about the grant to the 
School Board and is prepared by the chief financial officer (CFO) or the grants 
accountant.  An example of a fiscal note is found in The Appendix. 

 Budget and Budget Revisions 
 

The original budget and subsequent revisions are kept in the grant fiscal file.  See 
Chapter 6 for discussion of budget revisions. 

 Quarterly Financial Reports 
 

All federal pass-thru grants require quarterly financial reports in order to obtain 
reimbursement for grant expenditures. Copies of the quarterly reports along with 
supporting detail of all reported financial transactions are kept in the grant fiscal file. 
 

 GRANT RECORD RETENTION 

Section 200.333 - Retention requirements for records establishes requirements for record 
retention for awards to recipients. Financial records, supporting documents, statistical records, 
and all other records pertinent to an award shall be retained for a period of three years from the 
date of submission of the final expenditure report or, for awards that are renewed quarterly or 
annually, from the date of the submission of the quarterly or annual financial report. The only 
exceptions are the following: 
 

(1) If any litigation, claim, or audit is started before the expiration of the 3-year period, the 
records shall be retained until all litigation, claims, or audit findings involving the records 
have been resolved and final action taken. 
(2) Records for real property and equipment acquired with Federal funds shall be retained 
for 3 years after final disposition. 
(3) When records are transferred to or maintained by the Secretary, the 3-year retention 
requirement is not applicable to the recipient. 
(4) Indirect cost rate proposals, cost allocations plans, etc. as specified in §74.53(g). 

 
Please note that the district’s grant records retention period is longer than the three (3) 
years stated in EDGAR.  To follow statute of limitation guidelines, the district’s grant 
records retention period is five (5) years. 
 
Please read the grant award document to ensure that the specific grant does not have a 
longer record than the three years required by UGG. 
 
The master file kept by the grants department and the fiscal file kept by the accounting 
departments are retained after the end of the grant period.  Therefore, it is critical that grant 
managers forward to the grants department and the accounting department any documents 
identifying activities and decisions that impact the project scope and/or finances. 
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CHAPTER 6 – BUDGET DEVELOPMENT, MONITORING, AND REVISION 

 BUDGET OVERVIEW 

A budget, submitted with a grant application, is a statement of anticipated costs for which grant 
funds would be used in support of the activities and strategies proposed to meet grant program 
goals.  Careful deliberation should go into completing the budget section to insure that the 
financial support requested will be adequate to carry out the goals of the project. There are 
three grant budget stages as shown below. 

 

 BUDGET DEVELOPMENT  

 
General 
 Know what costs are required to accomplish program goals and activities. Include 
required costs, such as travel to mandatory trainings. 
 Consult the cost principles in the Uniform Grant Guidance Subpart E (available online at 
UGG Subpart E), the request for grant application (RFA), and grant application, if applicable, to 
determine if costs are allowable. 

• When using Excel, if there is more than one cost for a single object code, use a formula 
to show how costs are calculated. 

• Write the narrative description exactly as the numbers are entered in the formula in the 
Excel worksheet.   
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Certificated Salaries 
 Includes principals, exempt directors/coordinators subject to TRS, teachers and 
certificated specialists. 
 MOAs (Memorandums of Agreement) are contracts for certified employees to provide 
services in exchange for a lump sum payment. 

• Stipends are payments for voluntary participation by certified staff for activities or 
meetings after the regular workday or on the weekend. 

 
Non-Certificated Salaries 

• Includes exempt staff subject to PERS, non-certificated specialists, support staff 
(classified), overtime, non-contract aides, substitutes and temporaries. 

 
Certificated and Non-Certificated Wage Projection  

§ If positions already exist, consult salaries schedules on HR website at Salary 
Schedules 

§ Use the next step on the current year’s salary schedule for projecting next year’s 
classified and certified wages. 

§ For exempt wages, use next step on the salary schedule plus 3% for the following 
year. 

§ If funding a new position, work with HR to develop a job description, determine 
employee type (exempt, classified, certified), and to project salary. 

 
Employee Benefits 
 Benefit rates for each employee type (classified, exempt, certified) and salary type 
(stipends, MOAs, extended contracts) are available at Grant Resources Page    

 Rules for Applying the Benefit Rate 
 

 Certified / Exempt (TRS) Rate:  This rate gets applied to any regular, ongoing position 
working 3.5 hours or more per day (17.5 hours per week) where the position requires a teaching 
certificate as a condition of employment. 
 
 Classified / Exempt (PERS) Rate:  This rate gets applied to any regular, ongoing position 
working 3 hours or more per day (15 hours per week). 

 
 Temporary / Substitute Rate:  This rate gets applied to: 

• Substitutes for either certified or classified positions 
• Certified positions working less than 17.5 hours per week 
• Classified positions working less than 15 hours per week 
• MOA’s and stipends for certified employees. 
• SAS contracts for temporary employees. 

 
 Overtime hours are not subject to the health portion of the benefit rate. 
 

5) Additional hours worked, in a temporary position, by a full-time or part-time regular 
employee are not subject to the health portion of the benefit rate. 
 
For example, a secretary providing support for or a teacher teaching enrichment in 
the After School Program will have the full benefit rate charged against the hours 
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worked for their regular position but will not have the health benefit portion of the 
benefit rate charged against the extra hours worked in the After School Program. 
 

 
Examples – Calculating benefits using the following rates (NOT CURRENT RATES, 
EXAMPLE ONLY) 
 

• Certified / Exempt (TRS) 45.00% 
• Classified / Exempt (PERS) 61.50% 
• Substitute / Temporary 9.00% 

 
 

Example 1:  1 certified regular, full-time teacher 
• Salary:  1.0 FTE x $55,000=  $55,000.00 
• Benefits: $55,000 x .4500 (or 45%) =  $24,750.00 

 
Example 2:  12 month classified, regular, full-time PERS exempt coordinator 
 

• Salary:  1.0 FTE x $55,000 =  $55,000.00 
• Benefits:  $55,000 x .6150 (or 61.50%) =  $33,825.00 

 
Example 3:  temporary employee, 10 hours per week 

• Salary:  $20,000  $20,000.00 
• Benefits:  $20,000 x .09 =   $1,800.00 

 
 
Professional and Technical Services 

 Includes payments for services to someone other than district employees, 
including tuition to other entities. 
 Does not include room rental, maintenance, advertising, printing, or cell phone 
service. These are purchased services. 

 
Staff Travel  

• Includes airfare, lodging, registration fee, ground transportation and per diem. 
• In budget narrative, include position of traveler(s), purpose of travel, destination and 

dates, if known. 
• School district per diem rate is $45.00/day regardless of where the travel takes place. 
• Use the current federal rate to calculate staff mileage. 

 
Student Travel 

• Includes transportation and related costs (e.g. hotel and per diem for chaperones) for 
student and chaperone extra-curricular travel and field trips. 

 
Other Purchased Services 

• Includes meeting room rental, repair and maintenance, advertising, printing, and cell 
phone service. 
 

Supplies, Materials and Media  
• Includes equipment and software with an individual unit cost of less than $5,000. Also 

includes shipping costs. 
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• In the budget narrative, specify the type and number of supplies that will be purchased. 
 
Tuition and Stipends 
 As a general rule, the district has no expenditures that fit into this category. 
 
Other Expenses 
 Includes payments for the Special Education Student Work Program and dues and fees 
paid to a professional organization. 

 
Indirect Costs  

• The indirect rate changes each fiscal year and is available at Grant Resources 
• If the allowable indirect rate for the grant is lower than the district’s approved indirect 

rate, consult with the Chief Financial Officer to gain permission to charge the lower rate. 
• Indirect is not calculated on equipment and software (Other Capital Outlay Expenses) 

costing more than $5,000. 
 

Equipment  
• Includes equipment over $5,000/unit with a useful life longer than one year.  

 
Other Capital Outlay Expenses 

• Includes software over $5,000/unit where the software has a useful life longer than one 
year. 

BUDGET MONITORING 
Budget monitoring can be a challenge without an understanding of how to read the District’s 
financial transaction reports (Chapter 14) and how the District’s chart of accounts integrates 
with the State Chart of Accounts (Chapter 2).   
Monitoring is an ongoing activity. A best practice is to print and check personnel reports 
and/or other applicable reports on a bi-weekly basis. Following this practice will allow the 
grant manager and grants accountant to catch and address any issues that arise in a timely 
manner. 
 
BUDGET TRANSFERS 

The standard Budget Transfer form should ONLY be used for grants that do not require 
funding agency approval for budget transfers (e.g., direct federal grants, food service 
funding, pupil transportation funding, etc.). Grants that require funding agency approval 
must submit the revision request on an agency form.  When the approved budget is 
received from the funding agency, the grants accountant will enter it into the financial 
system. 
 
A word of caution:  there is a difference between a budget transfer and an expenditure 
recode.  A budget transfer occurs when you move money in your budget from one 
budget line to another budget line.  For example, if you need additional money in your 
supplies budget line you might move it from your professional and technical budget line.  
An expenditure recode occurs when the actual cost of a good or service (the 
expenditure) is moved from one object or cost center to a different object or cost center.  
For example, a printer is charged to the Title I grant but should have been charged to the 
Title VI-B grant.  Expenditure recodes are covered in the FISCAL MONITORING 
ACTIVITIES section of this manual. 
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 BUDGET REVISIONS 

 Overview of Budget Revisions 
 

Budget revisions are required for the following purposes: 
• Need for budget amount in additional line items (cost categories) 
• Increasing a line item by more than 10% for State; Increasing a line item by 

more than 10% of total budget for Federal 
• Adding new activities even if it does not change the line item total or budget 

amount 
• Distributing unallocated funds 

 
The following are best practices for budget revisions: 

• Have a copy of latest approved budget before starting budget revision 
• Have and review the most current “budget to actual” report before starting the 

budget revision 
• Date your revisions in both the budget summary and narrative  
• Aim for no more than 1 revision submission per quarter 

 Federal Discretionary (Direct) Grants 
 

Generally, budget revisions for direct federal grants do not require approval from the 
awarding agencies.  However, budget revisions are required prior to spending of funds 
in the following eight situations (see UGG 200.308c): 
 

1- Change in the scope or the objective of the project or program (even if there is no 
associated budget revision requiring prior written approval). 

 
2- Change in a key person specified in the application or the Federal award. 
 
3- The disengagement from the project for more than three months, or a 25 percent 
reduction in time devoted to the project, by the approved project director or principal 
investigator. 

 
4- The inclusion, unless waived by the Federal awarding agency, of costs that 
require prior approval. 
 
5- The transfer of funds budgeted for participant support costs as defined in 200.75 
Participant support costs to other categories of expense. 
 
6- Unless described in the application and funded in the approved Federal awards, 
subawarding, transferring or contracting out of any work under a Federal award. This 
provision does not apply to the purchase of supplies, material, equipment, or general 
support services. 
 
7- Changes in the approved cost-sharing or matching provided by the district. 

 
8- The need arises for additional Federal funds to complete the project. 
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The transfer of amounts budgeted for indirect costs to absorb increases in direct 
costs, or vice versa, if approval is required by the federal awarding agency. 

 
 
The federal awarding agency may, at its option, restrict the transfer of funds among 
direct cost categories or programs, functions, and activities for awards in which the 
federal share of the project exceeds $100,000 and the cumulative amount of such 
transfers exceeds or is expected to exceed 10 percent of the total budget as last 
approved by the federal awarding agency. Transfers that would cause any federal 
appropriation or part thereof to be used for purposes other than those consistent with the 
original intent of the appropriation are not allowed.  Budget revision requests are usually 
responded to within approximately thirty days of the request. 

 

 Federal Pass-Thru Grants 
 

Federal pass-thru grants are subject to the same uniform grants guidance, laws and 
regulations as direct federal grants.  However, State of Alaska agencies may impose 
additional requirements for pass-thru grants.  Since most of the district’s grants are 
passed through the state of Alaska Department of Education & Early Development 
(EED) listed below are some common additional requirements.  If your grant is passed 
through a different state agency you must read your granting agency’s guidance to 
become aware of any additional requirements. 
 

• Revisions are limited to once per quarter per grant award. 
 

•  Budgets must be monitored closely and revisions must be completed, submitted, 
and approved before spending. 

 
• Submit revisions BEFORE submitting a reimbursement request, not 
simultaneously with the request.  This gives State program staff time to 
determine whether the requested change is allowable. 

 
• Final budget revisions must be submitted to the EED no later than May 31(for 
grant periods July 1 through June 30). 

 
• Funds allocated to each budget line item (State required account) cannot be 
reallocated without prior approval from EED.  For example, if $40,000 has been 
budgeted for Certificated Salaries, the total amount must be spent for Certificated 
Salaries, or if not spent or reallocated, returned to the EED.  However, within 
Certificated Salaries, the funded amount may be reallocated between the different 
categories of salaries without prior approval, i.e., director, teacher, certificated 
substitutes, specialists (see The Appendix). 

 
• A budget line (state required account) may be overspent by 10% of the approved 
budget for that line, as long as the budget as a whole is not overspent. 

 
• Carryovers are not always allowed.  Program directors/coordinators must verify 
the program requirements and policies. 

 



FNSBSD Guide to Grants Management  Effective from July 1, 2015 
 

• All grant funds encumbered (purchase order issued) at June 30 must be 
liquidated (goods received and paid for) by August 31.  Otherwise, the expenditure 
will be disallowed (unless it is allowable in the next grant year). 

 

 All Grants 
 

1) All inquiries to the grantor (federal agency or state EED) and their replies should be 
documented in writing and filed in either the fiscal grant file (in accounting services) 
or program grant file (in grants and special projects/federal programs), depending on 
the nature of the inquiry. 

 
2) Preparation of budget revisions is the responsibility of grant managers and their 

support staff.  However, a copy of all budget revisions must be provided to the 
grants accountant prior to submission to the grantor.  The grants accountant is 
available to provide assistance in compiling the most current financial information. 

 
3) A thorough review of the budget and identification of needed revisions should be 

completed by March 1 so final budget revisions can be submitted by May 31 and all 
funds can be spent by the grant end date (usually June 30). 

 
The grants accountant will enter the budget(s) into the financial system as s/he receives 
them from the awarding agency and will make every effort to ensure their accuracy.  
However, it is the grant manager’s responsibility to review the budgets in the financial 
system as well.  Any concerns about the accuracy of the budget entered into the 
financial system should be communicated to the grants accountant immediately. 
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CHAPTER 7 – PURCHASING POLICIES & PROCEDURES 
 
One of the most important aspects of grant management is ensuring that costs are allowable 
under the guidance and the grant.  Our purchasing policies & procedures have been created to 
provide a system of internal control required by the granting agencies as a condition of receiving 
federal funding.  Deviation from these policies & procedures can result in audit findings that 
threaten current and future funding. 
 
This chapter describes: 
 
The various mechanisms available within the District for purchasing goods and services, and 
The District’s policies for managing fixed assets (capitalized equipment and software) 
purchased with grant money. 
 

 PURCHASING PROCEDURES (BOARD POLICIES & ADMINISTRATIVE REGULATIONS) 

 
It is the policy of the district to encourage full and open competition whenever practicable 
among potential contractors and suppliers by competitive bidding practices.  This applies 
to all district procurements including those funded with grant money.  Board policies and 
administrative regulations related to procurement are summarized below. 
 

 Acquisition of Supplies, Equipment or Services Valued Over Thirty Thousand Dollars 
($30,000) – School Board Policy 440.11. 

 
The acquisition of supplies, equipment, or services, the estimated cost of which exceeds 
$30,000, shall be by formal bid or proposal procedure. 
 

 Exemption from Formal Bid Requirements – School Board Policy 440.14 
 

Even when the estimated amount of property or services exceeds thirty thousand dollars 
($30,000), formal bid requirements need not be followed in conjunction with the 
acquisition of the following property or services: 

 
 Proprietary (sole source) items for which no competition exists 
 Purchases made directly from the manufacturer and 1) there is no acceptable 

substitute or 2) the manufacturer offers special discounts for school 
districts/governmental agencies 

 Goods or services purchased on competitive bids obtained by another public agency 
 Professional or consultant services (such as legal, medical, or education services) 

 

 Acquisition of Supplies, Equipment or Services Valued at Less than Thirty Thousand Dollars 
($30,000) – School Board Policy 440.12 
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Administrative regulation 440.12 Small Purchases covers this area in detail.  AR 440.12 
does not apply to: 
 
• Contracts for consultants, medical doctors, dentists, psychologists, physical and 

occupational therapists, tutors, attorneys, or other professional services 
• Guest speakers, instructors, or performers for an educational or cultural activity 
• Travel and related expenses such as rental cars and hotel accommodations 
• Other items exempted from formal bidding requirements under BP 440.14 
• Items purchased through petty cash 
• Items purchased with a Field Purchase Order 
 
 

 Vendor Selection Parameters – Administrative Regulation 440.12 
 

Vendor selection parameters are based on the value of individual line items, not the total 
value of the purchase requisition.  Below are the vendor selection parameters for 
supplies/equipment. 
 
• Requisition line item unit price less than $500 and extended price less than 

$1,000. 
Requisitioner recommends source and price.  Source selection is at the discretion of 
the director of procurement. 
 

• Requisition line item unit price estimated between $500 and less than $1,000 or 
extended price estimated between $1,000 and less than $5,000. 
Three telephone quotes must be solicited and recorded.  The source will be 
determined by the low quotation that meets delivery and warrantee terms.  Use the 
Telephone Quote Form (see The Appendix) to record your quotes (also see 
Purchasing SOP PX-120).  Attach the Telephone Quote Form to the purchase 
requisition. 

 
• Requisition line item unit price estimated to be equal to or greater than $1,000 

or extended price estimated to be equal to or greater than $5,000. 
 

Source selection will be made by means of a written request for quotation (RFQ) or 
other form of written solicitation. 
 

The vendor selection parameters for services are as follows: 
 

• Services with an estimated value of $10,000 or more (if not exempted by BP 
440.12 or 440.14) 

 
Source selection will be made by means of a written request for quotation or other 
form of written solicitation. 
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 PURCHASING PROCEDURES 

 
The school district provides you with five methods of purchasing goods and services.  
Authorization to purchase goods or services on behalf of the district must be received 
before the purchase is made.  The school district does not allow confirming purchase 
orders or after-the-fact requests for reimbursement (with the exception of certain travel-
related reimbursements).   
 
Invoices submitted for payment to a vendor or reimbursement to an employee must 
meet the criteria for an acceptable invoice discussed later in this section. 

 

 Petty Cash 
 

• The maximum amount for a petty cash reimbursement is $75 per transaction per 
day.  A transaction is defined as one or more purchases per vendor, per day. 

• Each school has its own petty cash fund. School employees should use the petty 
cash fund at their school.  The Administration Center also has a petty cash fund that 
can be used by all employees as necessary.  The petty cash slip must be signed by 
your school principal/department head or designee for reimbursement. 

• You have (30) thirty days from the date of your purchase to turn your receipts into 
the school/department secretary or the cashier for reimbursement.  Receipts older 
than thirty (30) days will not be reimbursed.  Putting this time limit on reimbursement 
allows the accounting department to better monitor budgets to ensure they are not 
overspent. 

• Your school/department secretary can provide you with petty cash forms and explain 
how to use them. 

 

 Central Stores 
 

The school district keeps a fairly large inventory of supplies on hand in “Central Stores.”  
Orders are placed through the JD Edwards sales order system.  Your school/department 
secretary has a list of the items kept in stock and can help you with your ordering needs. 
 
Please be aware when monitoring your budgets that items ordered from Central Stores 
do not show up in the system, or on reports, until the orders are filled.  You should keep 
track of outstanding sales orders and take them into consideration when estimating 
remaining budget.   
 

 Field Purchase Orders 

• Field purchase orders expedite making small, incidental purchases of items costing 
less than $500.  They can only be used locally (within the boundaries of the 
Fairbanks North Star Borough), must be hand carried to the vendor, and the supplies 
must be picked up by a school district employee.  Field purchase orders cannot be 



FNSBSD Guide to Grants Management  Effective from July 1, 2015 
 

used for items that are not in stock and have to be backordered -- use a regular 
purchase order instead. 

• Your school/department secretary can provide you with field purchase order forms 
and explain how they should be completed. 

• The school/department secretary is required to return the canary copy of the field 
purchase order, along with the original invoice, to the accounts payable department 
within five (5) working days of the purchase.  This allows us to promptly record the 
transaction and provide your school with unspent budget information that is as 
current as possible.  Please help your school/department secretary meet this 
deadline by returning the original invoice promptly. 

• Employees should not split a purchase between two field purchase orders to 
maintain the $500 limit.  If the purchase exceeds $500, a regular purchase order 
should be obtained from the purchasing department.  To explain this in simpler 
terms, if an employee needs two items from the same vendor and the items 
individually cost less than $500, but together cost more than $500, two field 
purchase orders should not be used purposefully to buy the items to stay below the 
limit.  Buying the two items on different days from the same vendor is not acceptable 
either. 

 

 Regular Purchase Orders 

• Other than petty cash transactions and field purchase orders, all purchases of 
supplies and services must be approved by the director of procurement and 
warehousing or designee.  A purchase order number issued to a school district 
employee by the purchasing department constitutes authority for that employee to 
place an order. 

• Should you need to make a purchase using a regular purchase order, please see 
your school/department secretary.  S/he can make sure the proper paperwork is 
completed, signed by the principal/department head, and forwarded to the director of 
procurement and warehousing for approval and issuance of a purchase order. 

• Note:  Occasionally, you might encounter a vendor who does not accept school 
district purchase orders.  In this case, you can submit a purchase requisition for a 
“payment enclosed” purchase order.  Your school/department secretary can show 
you how to complete such a request.  Payment enclosed purchases are authorized 
on a case-by-case basis and can be mailed or hand-carried to the vendor. 

 

 Check Request 
 

Check Request forms are used to request various types of reimbursements and 
advances.  There is a regular Check Request and a Travel Check Request.  Both forms 
are found on the accounting services department webpage and in The Appendix to this 
document. 

 
• The regular check request is used for petty cash reimbursements, certain 

employee reimbursements (i.e., tuition) and refunds to third parties. 
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• The travel check request is used for per diem and travel-related advances and 
reimbursements.  Preprinted lines appear on the form for the various travel 
components such as airfare, hotel, per diem, etc. 

 

 Criteria for an Acceptable Invoice 
 

An acceptable invoice, for the purposes of paying a school district vendor or reimbursing 
a school district employee, must be an original invoice (not a copy) and include the 
following minimum information: 

 
 Vendor name and address 
 Invoice date 
 Invoice or receipt number (preferred) 
 Invoice amount 
 Description of items purchased.  If the invoice is being submitted by an employee 
for the purposes of reimbursement it must also contain the following information (in 
some form): 

 That the invoice was paid in full 
 How it was paid (i.e., credit card, cash) 

 
If the invoice does not contain the information in 5(a) and 5(b), a copy of a credit card 
statement, cancelled check, or bank statement must be submitted along with the 
invoice. 

 
Important Note:  A credit card receipt with just a dollar amount and no description of 
what was purchased is not acceptable.  See 7.2.6(1) – (5) above. 

 

 FIXED ASSETS 

 
“Fixed asset” is a term that accountants use to describe vehicles, machinery, and 
equipment (tangible assets) and software and software licenses (intangible assets).   In 
general, accountants look to generally accepted accounting principles to help us 
determine if a fixed asset should be classified as a supply or a capital asset.  Appendix 
B, paragraph 15 of Circular A-87 and EDGAR 80.32 (for US DOE grants) provides 
additional guidance for classification of fixed assets purchased with federal grants. 
 

 Tagging Threshold 
 
Positive identification of the district’s fixed assets requires the use of a tagging system.  
The district uses a bar coded, numbered tag for this purpose.   
 
• Tangible fixed assets – with an original purchase price (including freight and 

installation costs) of $500 or more must have a bar coded tag affixed to it.  A fixed 
asset with an original purchase price less than $500 that is of a sensitive, portable 
or theft-prone nature may be tagged as well.  Tangible fixed assets purchased with 
grant funding have a second tag affixed that identifies the asset as follows:  “FNSB 
School District Grant Funded”.  The purpose of this additional tag is to alert the 
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department/school to additional requirements of EDGAR 80.32 (or CFR for the 
funding agency supplying the grant) regarding repurposing or disposal of grant-
funded fixed assets.   

 
If the fixed asset is ordered through the purchasing department and shipped to the 
shipping & receiving department (S&R), a tag will be affixed to it before it is distributed to 
the requesting school/department.  If the fixed asset is acquired with a field PO, a tag 
must be requested from S&R. 
 
• Intangible fixed assets (software) – It is not possible to affix an asset tag to software 

or software licenses.  However, if the software meets the capitalization threshold 
(see next section), a tag number will be assigned in the fixed asset system for 
tracking purposes. 

 

 Capitalization Threshold 
 
Capitalization refers to the decision to treat an asset as a capital asset subject to 
depreciation or amortization.  Depreciation (tangible fixed asset) or amortization 
(intangible fixed asset) is the systematic write off of the cost of the asset over time to 
indicate that the usefulness of the asset declines with use. 
 
The criteria for capitalization are: 
 
• Under normal conditions of use, it has an anticipated useful life of more than one (1) 

year. 
• It has a unit price of $5,000 (including freight and installation) or more. 
• It retains its original shape and appearance with use. 
• It is nonexpendable:  that is, if the article is damaged or some of its parts are lost or 

worn out, it is usually more feasible to repair it than to replace it with an entirely new 
unit. 

• It does not lose its identity through incorporation into a different or more complex unit 
or substance. 

 
Note that software licenses and subscriptions accessed through a third-party website 
and paid for with an annual fee are do not meet the criteria for a capitalized asset.  Such 
software licenses and subscriptions are considered Non-capitalized software. 

 

 Use of Grant-Funded Equipment 
 

Grant-funded equipment must be used by the district in the program or project for which 
it was acquired as long as needed, whether or not the project or program continues to be 
supported by federal funds.  When no longer needed for the original program or project, 
the equipment may be used in other activities currently or previously supported by a 
federal agency.  First preference for other use must be given to other programs or 
projects supported by the awarding agency that funded the original purchase. (See UGG 
2CFR 200.313) 
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 Management of Grant-Funded Equipment 
 
The accounting services department maintains the following required information on all 
grant-funded equipment:  description, serial number, tag number, source of funding, 
acquisition date, acquisition cost, location, and disposition information.  

 
Any loss, damage, or theft of equipment shall be investigated.  The principal or 
department director is responsible for reporting vandalism or theft in excess of $100 to 
the proper police authorities and the chief financial officer (Administrative Regulation 
743). 

 

 Physical Inventory 
 

As required by UGG 2 CFR 200.313(d)(2), a physical inventory of capitalized equipment 
must be taken and the results reconciled with the fixed asset records at least once every 
two years. 
 
The School District performs a physical inventory of all tagged equipment every year.  
As noted in 7.3.1, fixed assets purchased with grant money have an additional tag 
affixed that identifies the asset as grant funded.  The purpose of this additional tag is to 
alert the department/school to additional requirements of the UGG 2 CFR 200.313 
regarding repurposing or disposal of grant-funded fixed assets.   
 

 Replacement or Disposition of Equipment 
 

 Replacement 
 

Subject to the approval of the granting agency, when acquiring replacement equipment 
(using federal grant dollars), the district may use the equipment to be replaced as a 
trade-in or sell the equipment and use the proceeds to offset the cost of the replacement 
equipment. 

 
 Disposition 

 
When original or replacement equipment acquired under a grant is no longer needed for 
the original project or program, for another federal grant program, or for a non-grant 
program the disposition will be made as follows: 

 
 Items of equipment with a current per-unit fair market value of less than $5,000 may 

be retained, sold, or otherwise disposed of with no further obligation to the awarding 
agency. 

 Items of equipment with a current per unit fair market value in excess of $5,000 may 
be retained or sold and the awarding agency shall have a right to an amount 
calculated by multiplying the current market value or proceeds from sale by the 
awarding agency’s share of the equipment (percentage share funded by the grant). 
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CHAPTER 8 – EMPLOYEE TRAVEL POLICIES & PROCEDURES 
 
Because travel is expensive for the District, employee’s must obtain permission from the 
Superintendent or designee for all work-related travel.  Travel policies & procedures can be 
found in Administrative Regulation (AR) 432.  This chapter will discuss in detail: 
 
• The travel policies & procedures found in AR 432, and 
• Other travel-related information of interest to grant managers. 
 
There are four important requirements you should be aware of with regard to travel.  
Travel requires: 

 
 Prior approval 
 Completion of an Employee Travel Authorization Form 
 Proper documentation for reimbursement 
 Submission of the Employee Travel Expense Report 
 Submission of the Travel Check Request for a travel advance or reimbursement of 

out-of-pocket expenses upon return.  

 FORMS 

 
See The Appendix in this document and the accounting services department webpage 
for all forms discussed in this chapter.  Forms on the website are fill-in forms and their 
use is recommended. 

 APPROVAL 

 
All travel must have prior written approval from the superintendent or designee.  The 
Employee Travel Authorization Form is used to obtain written approval.  Any 
extraordinary circumstance or variation regarding travel policies and procedures must be 
approved in writing by the superintendent. 

 

 TRAVEL AUTHORIZATION FORM (TA) 

 
The Employee Travel Authorization form must be completed and approved by all parties 
prior to the initiation of travel arrangements.  It is the responsibility of the department 
director or school principal to ensure that adequate funds are budgeted and available for 
employee travel request(s).   

 

 AIR & VEHICLE TRANSPORTATION 

 
Air transportation shall be via public carrier at the most economical fare and direct route 
possible.  Generally, air transportation should be arranged through a travel agency and 
paid on a district purchase order.  However, the employee may choose to pay for 
his/her own air travel within the following parameters: 
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 Each employee buys his/her own ticket. 
 Do not use companion fares or any other special “deals” offered by the 

airlines.  We appreciate your efforts to save the school district money but any 
savings is eaten up by the amount of time and effort it takes the accounts 
payable department to process these requests. 

 The employee will not be reimbursed for air travel costs until travel is 
completed.  

 
Travel that includes both business and personal leave must be clearly stated on the 
Employee TA Form and have the written approval of the superintendent or designee.  If 
the employee is including personal travel on the trip, the travel agency must bill the 
district only for that portion which is district travel.  The employee must directly pay the 
travel agency for personal travel. 
 
If an employee chooses to travel by private vehicle, the employee shall be reimbursed 
mileage at the approved rate in his/her current negotiated agreement or contract, not to 
exceed the cost of the most economical fare possible via public carrier (assumed to be a 
30-day advance purchase, coach class).  If an employee chooses to travel by private 
vehicle, extra travel time must be charged to annual or personal leave.  Mileage 
reimbursement will be made for all documented business travel incurred at the 
destination. 

 

 OTHER TRAVEL COSTS 

 

 Registration 
 

When possible, registration fees for training, conferences, and seminars should be paid 
on a district purchase order.  If an organization will not accept the district’s purchase 
order, an advance payment to the organization can be requested on a “payment 
enclosed” purchase requisition or the employee can use their personal credit card with 
reimbursement.  Registration forms and payment requests should be processed in time 
to receive early registration discounts.  If the registration fee includes any amounts for 
meals, this amount must be deducted from the daily per diem rate. 

 

 Hotel 
 

When possible, hotel fees should be paid on a district purchase order.  If the hotel does 
not accept district purchase orders, an employee may request an advance payment for 
hotel charges or use a personal credit card with reimbursement upon return.  
Government rates should be requested wherever available.  An additional night stay, at 
the beginning or end of the trip, may be requested at the district’s expense if it will result 
in a lower airfare and a lower overall cost to the district.  Hotel expenses are paid at the 
single occupancy rate if only one employee is staying in the room.  The employee will be 
reimbursed for any business calls made from their hotel.   

 

 Vehicle Rental 
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Vehicle rentals will only be reimbursed if necessary to travel between 
activity/conference and hotel and approved on your initial travel request.  When 
possible, vehicle rental fees should be paid on a district purchase order.  However, an 
employee can also use their personal credit card with reimbursement upon return.  
When signing a vehicle rental agreement you must accept the personal liability 
insurance and decline the collision damage waiver.  If you have an accident with a 
rental vehicle, notify FNSB Risk Management at (907) 459-1344 within 48 hours. 
 

 Per Diem 
 

The per diem rate is $45 dollars per full day of travel.  Per diem is a meal allowance that 
does not have to be substantiated by receipts. Per diem will be paid in three segments – 
breakfast, lunch and dinner.  
 
The segments are: 
Breakfast $  8.00 
Lunch $12.00 
Dinner $25.00 

Per diem is calculated as follows: 
Departure before breakfast $45 ($8 + $12 + $25) 
Departure after breakfast – before lunch  $37 ($12+$25) 
Departure after lunch – before dinner $25 

 
Employees may request per diem in advance or be reimbursed upon return.  In either 
case, per diem is requested on a Travel Check Request form.  No per diem payments 
are made for a segment where a meal has already been paid through a registration 
fee or is otherwise provided (i.e., hotel you are staying at includes breakfast in the 
room cost). 

 

 Incidentals 
 

Incidentals include such items as baggage fees, taxi fares, parking fees, and materials 
purchased while traveling.  Employees may request an advance for incidentals or 
reimbursement upon return.  In either case, money for incidentals is requested on a 
travel check request form.  Do not request reimbursement for incidentals through petty 
cash.   All incidental expenses must be substantiated by a receipt!  Information about 
specific incidental items follows.   
 

 The district will pay for taxi fares to and from your home and the Fairbanks airport or 
parking fees for a personal vehicle at the Fairbanks airport (whichever is less).  
 The district will also pay for taxi fares to and from your destination airport and hotel. 
 If a rental car has been pre-approved for your trip, the District will pay parking fees at 
your hotel.  
 One baggage fee per trip is allowed unless there are extenuating circumstances. 
 If you tip, ask the vendor to add the tip to the receipt. 
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 TRAVEL EXPENSE REPORT AND ADVANCE PAYMENTS 

 
Within ten (10) working days after the conclusion of travel, the employee must complete 
and submit to the Accounts Payable department the Employee Travel Expense Report 
detailing actual costs paid by the employee.  If reimbursement is sought, a Travel Check 
Request, with original receipts/invoices attached, must accompany the expense report.  
After 30 days, any unsubstantiated travel advance will be deducted from the 
employee’s paycheck.  It is the responsibility of the employee to notify the 
accounting services department if this 30 day deadline cannot be met. 

 

 DOCUMENTING TRAVEL COSTS FOR REIMBURSEMENT REQUESTS 

 
Most travel costs can be paid with a district purchase order or advance payment to the 
vendor.  Employees also have the option of using a personal credit card with 
reimbursement upon return (except for registration which can be reimbursed upon 
payment by the employee).  Cash advance is also available for employees not wanting 
to use their personal credit card.  Original detail receipts/invoices must substantiate all 
business expenses (other than per diem) including those paid from cash advances.  The 
following documentation must be submitted to the Accounts Payable department in order 
to meet the substantiation requirements for reimbursement: 
 

 Airfare – boarding pass and proof of payment (cancelled check, credit card 
statement, invoice from travel agent showing a zero balance due, or an invoice from 
a travel/airline website).  If your proof of payment is an invoice printed off a 
travel/airline website it must have the following information in some form or another:  
“a total of $xxx was charged to the credit card xxxxxxxxxxxx1234 held by Jane Doe 
on xx/xx/2xxx.” 

 
 Registration – invoice and proof of payment (see proof of payment options under 

airfare above).  If the invoice is printed off a website, it must contain the following 
information in some form or another:  “a total of $xxx was charged to the credit card 
xxxxxxxxxxxx1234 held by Jane Doe on xx/xx/2xxx.” 

 
 Hotel – itemized invoice showing a zero balance due. 
 

 Vehicle Rental - itemized invoice showing a zero balance due. 
 

 Incidentals – itemized invoice showing amount paid.  If books or other materials are 
purchased, the invoice should also show a description of what was purchased. 

 

 REIMBURSEMENT OF TRAVEL FROM OUTSIDE SOURCE 

 
Sometimes a third party offers to reimbursement the School District for travel-related 
expenses incurred by one of our employees.  When this happens, the per diem rate 
available to the employee is the District’s per diem rate of $45 per day or the third party’s 
per diem rate, whichever is lower.     
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Upon notification from the grant manager, the accounting services department will 
generate and mail an invoice to the third party.   

 

 STIPENDS FOR OUT-OF-TOWN TRAVEL 

 
Stipends (covered in the teacher negotiated agreement) are payments made to a 
teacher who voluntarily participates in a district initiated activity or meeting that occurs 
after the regular workday or on week-ends.  Stipends are offered at the discretion of the 
director/principal and are not mandatory payments.  More often than not they are 
payments offered as incentives to teachers to attend Saturday or evening trainings or 
meetings.  The district does not pay stipends for out-of-town travel.   Stipend 
payments are covered in more detail in the section on HIRING AND COMPENSATING 
EMLOYEES later in this manual. 
 

 CHARGING TRAVEL AND RELATED COSTS TO THE PROPER GRANT PERIOD 

 
Per federal regulations, a grantee may use grant funds for a given grant period only for 
obligations which occur during that grant period.  For example, grant funds for the grant 
period 7/1/09 through 6/30/10 can only be used for travel that takes place during that 
period.  This often presents a problem in the case of multi-year or entitlement grants 
where summer travel in July and August is involved.  We allow grant managers to 
purchase plane tickets and pay for registration for travel that takes place in the next 
grant period (normally July 1 through June 30) before the next grant period begins under 
the following circumstances: 

 
 Travel is funded by a multi-year grant (where one or more years have occurred by 

June 30 and one or more years remain on July 1) and funding is very certain, or 
 Travel is funded by an entitlement grant and funding for the grant year beginning July 

1 is very certain, and 
 The travel in question will occur in July and August. 

 
If these criteria are met, then the travel and related costs can be purchased out of and 
charged as a prepaid expense (balance sheet account) in the operating fund in May or 
June.  After the travel is concluded in July or August, the travel and related costs will be 
moved from the operating fund and charged to the grant. 
 
In the case of travel that spans the two grant periods (i.e. travel begins on June 28 and 
completes on July 3), we have permission from EED to charge these costs to the grant 
period in which the travel begins. 
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CHAPTER 9 – HIRING AND COMPENSATING EMPLOYEES 
 
A large percentage of our grant dollars are spent on salaries and wages.  Therefore, it is 
important to understand all aspects of managing your salary and benefit budgets.  In order to do 
that it’s important to understand the employee hiring and compensation process.  It is incumbent 
on the grant manager to be sure there is enough money in the grant budget to pay the salary 
and benefits of a grant-funded employee.  This decision should be made in consultation with the 
director of grants & special projects and the chief financial officer. 
 
This chapter will describe the District’s requirements for: 

 
• Hiring grant-funded employees, and 
• Compensating grant-funded employees 

 

 HIRING GRANT FUNDED EMPLOYEES 

 
 Before filling any grant funded position, it is the responsibility of the grant manager to 
determine that money is available in the grant budget for the salaries/wages and benefits.  Read 
the budget narrative to determine the exact nature of the position.  A final determination must be 
made by the human resource department as to position classification, i.e., certified, classified, 
temporary, etc.   

 
1) Benefit rates can be found here: Grant Resources.   If you are unsure about what 

benefit rate to use contact the grants accountant for more information and to make 
sure funding actually exists to pay the employee. 
 

2) Before a current or new position can be filled, the Grant Manager is required to 
submit a Position Authorization Form to the Human Resource department. 

 
 By July 1 of each year and throughout the year as needed, grant managers must provide 
a Grant-Funded Position Authorization Form for all full-time and part-time regular employees 
charged to federal awards (direct and pass-thru) to the grants accountant.  The grants 
accountant uses this form to determine the need for periodic certifications and/or PARs. 

 

 Classified Employee Definition 
 

Classified refers to employees in positions that qualify for the Public Employees 
Retirement System (PERS), are represented by the bargaining unit representing 
classified employees, and are in positions that do not require a teaching certificate as a 
condition of employment.  The following definitions apply to classified employees: 
 

 Regular Permanent - A regular classified employee is one who is initially employed 
to fill an on-going budgeted position.  In accordance with state statute, regular 
permanent employees working a minimum of fifteen (15) hours per week are eligible 
for the Public Employees Retirement System.  
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 Full-Time – Regularly scheduled to work a minimum of thirty (30) hours per week. 
 
 Part-Time – Regularly scheduled to work a minimum of fifteen (15) and fewer than thirty 
(30 hours per week. 
 

Chapter 3 defines the various chart of account objects used for classified employees.   
 

 Certified Personnel Definition 
 

Certified personnel are those employees who must possess teaching or administrative 
certificates issued by the state Department of Education and Early Development in order 
to hold their positions.  The following definitions apply to certified personnel: 

 
 Full-Time Certified – Employee whose regular assignment requires work five days 

per week for a minimum of six hours of the recognized duty day for a minimum of 
one hundred forty (140) days through the end of the school  year. 

 
 Part-Time Certified – Employee whose regular assignment requires work less than a 

full week or fewer than six hours of the recognized duty day for a minimum of one 
hundred forty (140) days through the end of the school year. 

 
 Short-Term Certified - Employees who may receive an assignment which continues 

for at least twenty consecutive working days but not more than 140 days and through 
the end of the school year. 

 

 Temporary and Substitute Employees 
 

 Temporary – A temporary employee is one hired to serve in the same position for no 
more than ninety (90) days in the fiscal year or an employee working less than fifteen 
(15) hours per week on an ongoing basis.  A temporary employee may not be 
assigned to fill an existing or newly created regular position and remain on temporary 
status.  Compensation rates for temporary employees cannot exceed the entry level 
rate of regular employees in the same job classification. 

 
 Substitute – A substitute employee is one who is called in to perform the work of an 

employee who is absent.  Compensation rates for substitute employees cannot 
exceed the entry level rate for that position. 

 

 COMPENSATING EMPLOYEES (PAY INSTRUMENTS) 

 
Payroll is processed on a bi-weekly basis with the pay period ending on a Sunday and 
checks being issued the following Friday.  Make sure you know who the timekeeper is 
for your employee(s) so their time worked gets reported to the payroll department 
properly.   
 
Pay rates for employees are found in employee negotiated agreements (certified, 
classified, and principals) and pay rate schedules published by the Human Resources 
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department (exempt, temporary, and substitute).  Following is a list and explanation for 
each pay instrument used by the school district.   

 

 Regular Time Sheet 
 

Regular part-time and full-time employees are reported by department/school 
timekeepers on excel spreadsheets which the supervisor signs.  Regular employees do 
not sign individual timesheets.  Regular employees are set up in our computerized 
payroll system with standard daily and bi-weekly hours so that a paycheck is issued 
automatically every two weeks.  The cost center to be charged is also setup in the 
payroll system so the employee’s time is charged automatically.  The regular timesheet 
reports “negative” time, i.e., leave taken.  This way we reduce leave balances (if leave is 
available) or reduce the amount of the paycheck (if leave is not available).  

 

  Substitute Time Sheet (See Appendix) 
 

Use this time sheet for: 
 

 Substitute teachers.  Total hours are recorded for each substitute event and the 
appropriate charging cost center is indicated.  For example, teacher Jane Doe 
substitutes for 4th grade teacher John Smith on Monday and for teacher Tom Jones 
on Friday.  A different substitute timesheet is completed for each event.  However, 
assume Jane Doe substitutes for teacher John Smith for three days, Monday through 
Wednesday.  Only one time sheet is filled out for that event.  

  
 Classified substitutes if the substitution is for one day or less.  If for multiple days use 

the weekly Temporary Time Sheet. 
  
 Temporary employees working for one day or less. 
 

Note:  Both the supervisor and the employee sign the Substitute Time Sheet. 
 

 Temporary Time Sheet (See the Appendix) 
 

Use this time sheet for classified substitutes if the substitution is for more than one day 
and temporary employees working more than one day. 
 

Note:  Both the supervisor and the employee sign the Temporary Time Sheet. 
 

 Supplemental Pay Authorization Form (See Forms & Documents webpage here: HR Forms 
& Documents) 

 
The Supplemental Pay Authorization (SPA) Form provides authorization for: 

 
 Contract extensions/special projects 
 Stipends (certified teachers only) 
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 Memorandum of Agreement (certified teachers only) 
 

 Contract Extension/Special Projects 
 

Contract extensions, required to be approved in advance, authorize: 
 

 Work beyond calendared work year (certified and classified school-term employees) 
 Work beyond normal hours in a day (certified) 
 Extended day or year programs (night school, Saturday school, summer school, after 

school program) (certified) 
 

Time worked on contract extensions should be reported on the Regular Time Sheet. 
 

 Stipends (Certified Teachers Only) 
 

A stipend is a payment made to a teacher who voluntarily participates in a district 
initiated activity or meeting that occurs after the regular workday or on weekends.  
Stipends are offered at the discretion of the grant manager with prior approval from the 
assistant superintendent and are not mandatory payments.  The district does not pay 
stipends for out-of-town travel.  The stipend rate is $15 per hour. Stipends are paid 
directly from the Supplemental Pay Authorization form. 

 

 Memorandum of Agreement (Certified Teachers Only) 
 

A memorandum of agreement (MOA) is a certified employee contract where a service is 
provided (by the employee) in exchange for a lump sum payment at the completion of 
the contract.  MOAs are appropriate for services rendered by a teacher that are not part 
of their regular teaching duties, for example, curriculum writing or preparation and 
delivery of a professional development course. 
 

The MOA, after being submitted to the human resources and administrative services 
departments for approval, is returned to the originating department/school.  Once the 
MOA is completed the supervisor signs the Verification of Completion of MOA section on 
the form and forwards it to the payroll department for payment. 
 

 COMPENSATING EMPLOYEES WHO ATTEND GRANT TRAININGS / MEETINGS 

 
Much of the grant money the District receives goes toward training for teachers 
(certified), manager/directors/coordinators (exempt), and paraprofessionals (or other 
ESSA employees).  If grant funded training takes place during the employee’s regular 
work day no additional compensation is made because the employee is already being 
paid for that time.  If the training takes place after the regular workday or on the 
weekend, the employee should be compensated as follows: 
 
 

 ADDITIONAL PAY OVERTIME 
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EMPLOYEE TYPE COMPENSATION? INSTRUMENT ELIGIBLE? 
Exempt Management No   
School Principal No   
Certified Yes SPA Form-Stipend No 
Classified Yes Timesheet Yes 

 

 Training Compensation – Certified 
 
Certified staff who attend voluntary grant training or meetings outside of their regular 
workday are compensated via the Supplemental Pay Authorization form – Stipend 
section.  As noted in section 9.2.6 Stipends, the district does not pay stipends for out-of-
town travel. 

 Training Compensation – Classified 
 

Classified employees as hourly employees are eligible for overtime under negotiated 
agreements and the federal Fair Labor Standards Act.  When classified employees 
attend grant training or meetings outside their regular workday the following steps must 
be taken: 
 
 If the cost center for training hours is different than the cost center for regular 
hours, the grant manager fills out a Supplemental Pay Authorization form – Contract 
Extension/Special Project section. 
 The approved SPA form is faxed to the timekeeper for the school/department 
that maintains the employee’s timesheet. 
 The employee notifies their timekeeper of the hours to be reported on the 
timesheet for the training or meeting. 
 If the training takes place during summer break, the timekeeper for the grant 
manager sponsoring the training would take responsibility for submitting the time sheet 
to Payroll. 

 

 CHARGING SUBSTITUTES TO GRANTS 

 
In most cases when teachers are out of the classroom for training or meetings a 
substitute is required.  Conversely, when paraprofessionals or other classified staff 
attend training or meetings substitutes are usually not required. 
 
The grants accountant reviews all substitute timesheets to ensure the sub is charged to 
the correct grant and budget is available to pay for the substitute.  The grants accountant 
also maintains a master list of employees who are attending grant training and refers to 
it when approving sub timesheets.  To facilitate the maintenance of this list the following 
are required for all grant trainings and meetings where substitutes are required: 
 

 Change of Status forms are completed by the home school/department for the 
attending employee.  A copy of the approved form is forwarded to the grants 
accountant by the Assistant Superintendent’s Office. 
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 Grant Training/Meeting Sign In Sheets – required for all in-town grant trainings or 
meetings where substitutes are used to fill in for attending employees.  A copy of the 
Grant Training/Meeting Sign-in Sheet should always be faxed to the grants 
accountant within 24 hours of the meeting so it is available for sub timesheet 
approval. 
 Travel Authorization (TA) log maintained in the Accounting Services department. 

 
Grant Managers can refer to the bi-weekly Grant Detail Payroll report to review all 
payroll costs, including substitute costs, charged to their grants.
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CHAPTER 10 – TIME AND EFFORT DOCUMENTATION 
 
The requirements of UGG Subpart E, with regard to employee compensation, go beyond the actual 
payment of salary and benefits.  The school district requires additional time and effort documentation 
over and above the time sheets and other pay instruments traditionally completed for and by all 
employees. 
 
This chapter will describe: 
 
• The additional Federal requirements for time and effort documentation 
• The required District documentation to meet these federal requirements 
 

 FEDERAL REQUIREMENTS 

 

 UGG Subpart E Cost Principals (See 2 CFR 200.430) 
As a recipient of federal grants, the School District must abide by certain federal regulations. 
UGG Subpart E requires recipients of federal grants to charge employees’ time to those grants 
in accordance with relative benefits received.  This is documented through the use of: 
 
• Semi-Annual Certifications for employees expected to work 100% of their time on a single 

federal grant or cost objective, or 
• Personnel Activity Reports (PARs) for employees who are expected to work on multiple cost 

objectives (including at least one federal award or cost objective). 
 

 REQUIRED DOCUMENTATION 

 
To insure our grant documentation is in order the Grant Manager and the Accounting Services 
department must determine 1) if an employee is being charged to the correct grant, 2) if there is 
enough money budgeted in the grant for the employee being hired, and 3) whether a semi-
annual certification or a PAR is required for the employee.  To accomplish this, the School 
District requires the following documentation: 
 

Document: Initiated By: Approved By: 
Affirmation of Continued Funding Status AS* Grant Manager 
Grant-funded Position Authorization Form a Grant Manager AS, HR, PR b 
Semi-Annual Certification a AS* Direct Supervisor 
Personnel Activity Report a Employee Grant Manager 
Quarterly Comparison of PARs a Grant Manager AS* 

 
a Sample forms are in the Appendix of this Guide. 
b AS (Accounting Services-Grants Accountant), HR (Human Resources), PR (Payroll) 

 

 Affirmation of Continued Funding Status 
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During the first week of June the Accounting Services department sends to each Grant Manager 
the Affirmation of Continued Funding Status, a list of benefited employees currently being 
charged 100% to each grant.  The Grant Manager is asked to confirm that the employee will 
continue in his/her present funding status beginning with the start of the next fiscal year (July 
1st).  A positive confirmation by the Grant Manager means there is money budgeted in the next 
fiscal year for the position.  Without this confirmation an employee cannot be charged to a grant 
cost center after July 1st.    
 
For employees charged to multiple cost objectives, including at least one federal grant, Grant 
Managers will be required to complete a new Grant-funded Position Authorization Form. 
 

 Grant-funded Position Authorization Form 
 
After July 1st, a Grant-funded Position Authorization Form, signed by the Grant Manager, must 
be forwarded to the Accounting Services department for all employees not confirmed on the 
year-end Affirmation of Continued Funding Status list.  It is the responsibility of the Grant 
Manager to insure there is enough money budgeted in the grant to cover the cost for the 
position.  The Accounting Services department will determine if the employee is subject to semi-
annual certification or PAR.  A copy of the form will be returned to the Grant Manager with 
instructions for time and effort reporting.  A copy will also be forwarded to Human Resources 
and Payroll so the employee can be activated for payroll processing.     
 

 Semi-Annual Certifications 
 
Semi-Annual Certifications are statements, signed by the immediate supervisor of an employee 
charged 100% to a single federal cost objective or grant, which state that 100% of the job duties 
of the employee were related to activities in compliance with the cost objective or grant 
program.  The certifications are prepared by the Accounting Services department and sent out 
during the second week of January (for the first half of the fiscal year) and the second week of 
May (for the second half of the fiscal year).  An employee can work one day, one week or the 
entire semester and still be subject to semi-annual certification.   
 

 Personnel Activity Reports (PARs) 
 
Personnel Activity Reports (PARs) are signed and dated by employees who work on multiple 
cost objectives, including at least one federal cost objective or grant.  The period of the report 
coincides with the pay period for payroll.  The PAR is submitted to the Grant Manager every two 
weeks.  Employees are expected to keep brief notes regarding their daily activities to 
substantiate the time recorded on the PAR.   
 
PARs are not the same as timesheets.  In our payroll system benefited employees are set up 
with standard hours for a two week period.  Our timesheets for benefited employees reflect 
leave taken not hours worked.  Multiple-funded employees are charged based on percentages 
set up in the payroll system because that is how their time has been budgeted in the grant.  
However, according to Circular A-87 salaries must be charged to the grant based on actual  
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effort, not estimated effort.  This is where PARs come in.  PARs are used to document the 
employee’s total actual effort for the pay period which may or may not equal the percentage 
used to charge the employee’s time in the payroll system.   

 Comparison of Bi-Weekly PARs to Estimate (Budget) 
 
It is the Grant Manager’s responsibility to track an employee’s time and effort and make 
quarterly comparisons to determine if salary and benefit adjustments are necessary.  If at the 
end of the quarter the difference between actual effort recorded on the PAR and percentage of 
time charged to the grant is 10% or more, an adjustment must be made to salary and benefit 
expense or to the budget.  If the difference is less than 10% we can wait until we do the next 
quarterly comparison or the end of the grant year, whichever comes first.  It goes without saying 
that an employee’s time should be monitored to avoid having to make salary and benefit 
adjustments each quarter.  However, it will be almost impossible to avoid doing some kind of 
salary and benefit adjustment at the end of the year.     
 
The Accounting Services department has created an excel spreadsheet (PAR 
Reconciliation.xls) which includes 4 tabs, one for each quarter.  The Grant Manager is 
responsible for entering the hours from an employee’s PAR for each pay period.  If the PAR 
includes leave the Leave Analysis at the bottom of the spreadsheet should be used to allocate 
leave to the various funding sources.  At the end of each quarter the quarterly spreadsheet is 
sent to the Accounting Services department for review and journal entry adjustment, if 
necessary.  At the end of the fiscal year any difference between actual hours and budgeted 
hours on the grant, no matter what the size, must be adjusted with a salary and benefits 
adjustment.   
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CHAPTER 11 – SUBAWARD MONITORING 

 

 SUBAWARDS ISSUED BY THE DISTRICT 

 
The school district, as the recipient of federal grant awards, sometimes passes through 
federal funds either to subrecipients that administer program functions and objectives, or 
to vendors that provide goods and services under the program.  Some program laws 
prohibit subawards or limit the amount of funds that grant recipients can pass through to 
subrecipients.  To determine if subawards are permitted, the grant manager must review 
the original grant agreement or program legislation.  Sometimes it is necessary to 
contact a federal agency program official to get an answer. 
 
When the school district, as a “pass-thru entity” makes a subaward, it is responsible for 
ensuring that the funds passed through to the subrecipient are used only for program-
related purposes as described in our original grant agreement.  UGG Subpart D in 
section 200.331, states that pass-thru entities shall perform the following for the federal 
awards it makes: 

 
1) Ensure that every subaward is clearly identified and inform each subrecipient of the 

federal award identification, subrecipient name and unique identifier, Federal Award 
Identification Number, federal award date, subaward period of performance start and 
end dates, amount of federal funds obligated, total amount of federal funds obligated 
to the subrecipient, total amount of federal award, federal award project description, 
name of federal awarding agency, CFDA number and name, identification of whether 
or not award is R&D, and indirect cost rate for the federal award.  

2) Advise subrecipients of requirements imposed on them by federal laws, regulations, 
and the terms and conditions of the federal award as well as any supplemental 
requirements imposed by the school district in order to meet its own responsibility to 
the awarding agency. 

3) Provide an approved federally recognized indirect cost rate if available or s rate 
negotiated between the pass-through entity and the subrecipient or a deminimis 
indirect cost rate. 

4) Require each subrecipient to permit the pass-thru entity and auditors to have access 
to the records and financial statements as necessary so the school district can 
comply with the requirements of Supbart D. 

5) Provide information regarding appropriate terms and conditions concerning closeout 
of the subaward. 

 
Often, the subrecipient does not receive enough federal grant money for the audit 
requirements of UGG Subpart F to kick in ($750,000).  If this is the case, the school 
district has to decide what other approaches will be taken to ensure compliance by the 
subrecipient.  The subaward document itself is critical to communicating the 
requirements above to the subrecipient.  For that reason, the chief financial officer or 
the director of accounting services must review each subaward before it is issued 
to ensure that all required disclosures are present.  Each subaward will be assigned 
a number so that they can be tracked and adequately disclosed to our auditors during 
the annual audit.  
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CHAPTER 12 – AUDIT AND MONITORING  
 

 AUDIT REQUIREMENTS 

Provided below are some of the more important audit requirements that every grant 
manager should know.   

 
1) Each year the school district must have a compliance audit (also referred to as a 

“single audit”) performed by an independent auditor.  The audit will be conducted in 
accordance with generally accepted government auditing standards (GAGAS) and 
cover the entire operations of the school district.  The school district’s auditors will 
determine if the school district’s financial statements are presented fairly in all 
material respects in conformity with generally accepted accounting principles (GAAP) 
and whether the schedule of expenditures of federal awards is presented fairly in all 
material respects in relation to the school district’s financial statements taken as a 
whole. 

 
2) The school district’s auditor must study and evaluate our internal control system to 

determine whether policies and procedures used to administer federal grant funds 
are properly designed and implemented.  The main objectives of internal control 
processes are: 

 
• Effective and efficient operations, 
• Reliable financial reporting, and 
• Compliance with applicable laws and regulations. 

 
3) The school district’s auditor must also determine that we complied with the 

provisions of laws and regulations governing grants and the grant agreements.   
 

4) The results of the school district’s annual audit, including all instances of reportable 
noncompliance, are reported to the federal government through the Federal Audit 
Clearinghouse. 

 

 PROGRAM MONITORING SITE VISITS AND DESK AUDITS 

Monitoring activities serve as a tool for funding agencies to measure compliance with federal 
and state guidelines and regulations. Monitoring is not a one-time event, but an on-going 
process. It includes both desk-based and on-site reviews of a grant-funded program. Many 
awarding agencies take a proactive approach in performing monitoring and oversight of 
administrative activities. If monitoring reveals a misunderstanding of, or non-compliance with, 
federal or state regulations, then the district must take corrective action to comply with the terms 
and conditions of the grant. The monitoring process may also focus on providing technical 
assistance and guidance to improve administrative efficiencies in administering award funds.  
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CHAPTER 13 – FISCAL MONITORING ACTIVITIES 
 
Fiscal monitoring is a collective effort by the accounting services department, grants & special 
projects department and most importantly by the grant manager.  Before initiating a financial 
transaction, the grant manager must be sure the transaction is allowable under the UGG 2 CFR 
200 Subpart E, the CFR of the awarding agency, and the grant itself.  This chapter will discuss: 
 
• Expenditure documentation, 
• Financial reports, 
• Expenditure recodes, and 
• Intra-district invoicing 
 

 EXPENDITURE DOCUMENTATION 

 
Federal grant regulations require we maintain documentation to substantiate grant funds 
are spent appropriately. The district accomplishes this by ensuring that we have in our 
files copies of purchase orders, contracts, check requests, checks, original invoices, 
timesheets, and other time and effort records.   
 

 MATCHING FUNDS DOCUMENTATION 

 
Some grants contain matching requirements.  The grant agreement will specify whether 
the matching requirement must be met with cash or “in-kind” spending such as 
personnel time or equipment donation.  Matching funds come from other sources beside 
the grant itself.  It is the responsibility of the grant manager to determine if there is a 
matching requirement and if so, for tracking and calculating matching contributions.  
S/he is also responsible for maintaining supporting documentation for all matching items.  
Each quarter copies of matching documentation should be forwarded to the grants 
accountant and will become a part of the fiscal grant file.  Matching documentation is 
extremely critical to meeting auditing requirements.  For this reason, the grants 
accountant must be informed of any matching requirements and have the opportunity to 
review the planned documentation to ensure it meets federal requirements. 
 

 INTERNAL TRANSACTION REPORTING 

 Bi-Weekly Payroll Reports 
 

One of the most important fiscal responsibilities you have as a grant manager is 
to determine that only those employees authorized to be paid by your grant are 
charged to your grant.  The Flexible Period Earnings Report provides the timely 
information you need to make this determination.  Information such as name, hours 
worked, hourly rate, standard hours (the number of hours a permanent employee works 
in their regular job), gross pay, etc., is found on this report.  Every two weeks, coinciding 
with each bi-weekly paycheck, each grant manager should run a Flexible Period 
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Earnings Report and review the details for all employees charged to a given grant.  Any 
discrepancies should be reported to the grants accountant immediately. 

 

 Monthly Financial Transaction Reports 
 

Grant managers should regularly run and review a YTD Budget Report.  This report 
shows how much has been actually spent, how much has been encumbered, and what 
is remaining on the grant. Any discrepancies should be reported to the grants 
accountant immediately. 

 

 EXPENDITURE RECODES 

 
The Request for Recode/Club Transfer form (found on the Accounting Dept. webpage  ) 
is used for three purposes: 

 
 To recode a deposit that has been incorrectly recorded 
 To recode an expenditure that has been incorrectly recorded 
 To transfer funds between club accounts. 

 
Grant managers will most often use the form to recode an expenditure.  If a grant 
expenditure has been coded to the wrong cost center and/or object use the section of 
the form titled, “Expenditure Recode Request – All Accounts”, to move it to the correct 
cost center and/or object.  All requests for recoding must be accompanied by an 
explanation and adequate backup to substantiate the recode. 

 

 INTRA-DISTRICT INVOICE 

 
The Intra-District Invoice form (found on the Accounting Dept. webpage) is used to 
charge a district department or grant for activities provided by another district 
department or grant.  For example: 
 

 A department/grant initially pays for an item which should have been paid for by more 
than one department/grant.  This form can be used to split the cost between the 
departments/grants.   
 A department/grant sponsors a professional development class and charges a 
registration fee.  This form can be used to credit the registration fee to the receiving 
department/grant and charge the fee to the paying department/grant.   

 
The Intra-District Invoice form must be accompanied by adequate documentation to 
substantiate the charge. 
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CHAPTER 14 – REQUIRED GRANTOR REPORTING 
 

 FINANCIAL REPORTS 

 
In general, grant agencies require quarterly or semi-annual fiscal (expenditure) reports 
and final closeout fiscal reports to monitor grant spending.  Specific grant reporting 
requirements for each grant may be found in the grant agreement.  If reports are not 
submitted in a timely manner, the funding agency may withhold payments, suspend the 
grant agreement, or terminate the grant agreement.  Financial reports are prepared by 
the grants accountant and filed in the fiscal file.  Deadlines for financial reports usually 
follow the following timelines: 

 
Report Quarter 
1st Quarter Financial Report  
2nd Quarter Financial Report 
3rd Quarter Financial Report 
4th Quarter Financial Report 
Final Report 

Report Due Date 
October 31 
January 31 
April 30 
July 31 
August 31 

 

 PROGRAM REPORTS 

 
In general, granting agencies require an annual program/progress/performance report, 
which is due 30 days after the reporting period.  Grant agencies also require a final 
performance report, which is due 90 calendar days after the expiration or termination of 
the award.   Reporting requirements should be specified in the individual grant 
agreement, which will identify specific reporting requirements and any forms that must 
be completed. 

 
Although not all grants have a required format for the progress and/or final reports, most 
will require the following information: 

 
The recipient’s progress in achieving the objectives in its approved application and 
The effectiveness of the project in meeting the purposes of the program. 

 
In accordance with UGG 2CFR 200.328(b), performance reports should contain:  

 
• A comparison of actual accomplishments with the objectives established for 

the period,  
• Reasons why established goals were not met, if appropriate. 
• Additional pertinent information including, when appropriate, analysis and 

explanation of cost overruns or high unit costs. 
 

It is the grant manager’s responsibility to complete all non-financial program reports 
required by the granting agency.  Drafts of the reports should be sent to the grants and 
special projects department two weeks before the reporting deadline.   The grants and 
special projects director or grants coordinator will review and proofread the report to 
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ensure that it meets the funding agency’s requirements.  If changes are necessary, the 
grants and special projects department will return the report to the grant manager for 
corrections.   

 
The grants and special projects department will:  

 
• Obtain the appropriate signature(s) 
• Keep a copy in the grant program file 

 
If reports are not submitted in a timely manner, the funding agency may withhold 
payments, suspend the grant agreement, or terminate the grant agreement. 

 

 PROGRAM EVALUATION 

 
According to the UGG 2CFR 200.328(a), the district is responsible for oversight of the 
operation of the activities supported by a federal grant, and the district must monitor its 
activities to not only assure compliance with applicable requirements but also to ensure 
performance expectations are being achieved.  
 
Funding agencies often require grant recipients to systematically evaluate the success 
and failures of the implementation of the project compared to the stated grant proposal 
goals, objectives, and evaluation plan.  Some funding agencies may require an external 
evaluator, someone independent of the school district. It is extremely critical for the grant 
manager to meet with the evaluator to discuss the data that must be collected for the 
grant evaluation to avoid lack of required information for grant reporting. 
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CHAPTER 15 – APPENDICES  
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 FORMS 

 

 Grant Forms 
 State Project Budget and Narrative Description of Project Budget 
 Fiscal Note 
 Grant Funded Position Authorization Form 
 Semi-Annual Certification 
 Quarterly Match Documentation 

 General Forms 
 Budget Transfer 
 Request for Recode / Club Transfer 
 Intra-District Invoice 
 Employee Travel Authorization Form 
 Employee Travel Expense Report 
 Travel Check Request 

 Payroll Forms 
 Temporary Time Sheet 
 Substitute Time Sheet 
 Supplemental Pay Authorization 

 Purchasing Form 
 Telephone Quote Form 
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 BENEFITS 

 FY09/10 Fringe Benefit Rates 

 


