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Arkansas Department of Human Services

SUB-GRANT POLICY

Background

A.

A sub-grant is an award of resource assistance to promote a program or goal of
public benefit, as authorized by the applicable funding legislation. The nature of the
sub-grant, the eligible recipients, the method of award, and the terms and conditions
depend on the specifics of the statute that created the grant program (if publicly
funded) and the implementing regulations. '

|n'choosing whether to award funds by contract or sub-grant, states generally follow
the selection logic established in the federal Grant and Cooperative Agreement Act of
1977, as amended, which indicates: :

1. Use of a legal instrument of acquisition {(contract) is appropriate when the
principal purpose is to acquire property, products, or specific services for the
direct use of the government in carrying out its primary functions;

2. Use of a legal instrument of assistance (sub-grant) is appropriate when the

principal purpose is more generalized public support, stimulation or capacity-
building functions.

3. If there is a question as to the most .appropriate agreement format, the
- division shouid consult with Contract Support Section (CSS).

Selection Methods for Sub-grants

The typical forms of source selection for sub-grants are as follows:

A.

Request for Application (RFA)

1. The RFA is very similar to the Request for Proposals used for selecting
contractors, in that it includes the following:

a. Public notice and solicitation
b. Determination of evaluation factors in advance
C. Documéntativon of evaluation, selection, and award process

2. With an RFA, there are often multiple awards made.

3. The recipient(s) is normalily:a government unit or non-profit organization.

4. This is the “best practice” methodology to promote the best programs through
competitive assessment and to maintain public trust in the integrity of the
allocation of public resources. It should be used when practicable.

Unsolicited Proposal

Unsolicited proposal is the term used when the recipient approached DHS with a
request for funding of a proposed collaborative program of benefit.
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C.

Sol|C|ted Proposal

Solicited proposal is the term used when DHS approached the recipient with a
request for their. parttcrpatlon ina proposed collaboratlve program of benefit.

. Sub-grant Requlrements

A.

In accordance _with Arkansas -statutory requirement (Act 1032 of 1999 and Arkansas
Code Annotated [A.C.A.] §19-4-2201 and §19-4-2202); certain sub-grants are subject
to review by the legislature priorto. tmplementation. - :

Legislators' would -like to provide meaningful oversight of the expenditure of public
~ resources ‘and they are interested ‘in learning about service programs that might
benefit their constituents. . During the legislative committee sessions, representatives
from the program divisions should be ready to answer all the logical questions that
legislators might have about the specific sub-grants on that day's agenda, as well as
more general questions concerning the entire program. Typical questions include:.

1.
2.

How and why was the sub-grant recipients selected? T

If there were-a competitive selection process,

‘How many responses were received?- IR

‘b How did the ot.her proposals or-applicatio‘ns stack up?

C. . Who was mvolved with the selection process?

How much program dlscretron is left to- the state and how many of the program
parameters are dictated by the federal funding agency (in the case of federally

’ funded programs)?

How does the program division monrtor performance’7

What are the results of prevrous programmatlc monltorrng for this sub- grantee :
and this program’7

Are there any special or eXtraordinary feder‘al' reporting requirements?.

What is the geographlc dlstrrbutlon of sub grantees in this. program throughout
the state? :

What .is the current fundlng IeveI and"whatfare the’ future pIans for this
program’7

T

' Non—discretiona'ry.sub-grants are Yex'empted from prior IegislatiVe’ review.

NOTE: Non-discretionary sub-grants are defined as those for
which the enabling legislation identifies the specific sub-
grantee(s) or group(s) of sub-grantee(s) and Department of Human
Services (DHS) has no discretion concerning selection of sub-

grantee(s). Sub-grants are NOT considered non-discretionary just

because the funding entity (typically the federal government)
agreed to a selection made by DHS

Certain discretionary sub -grants are exempted from ‘prior legislative review.
» Exempted dlscretlonary sub- grants include:
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Sub-grants for $10,000 or less;
Sub-grants to governmental entities;

Sub—grants' for disaster relief;

Sub-grants for scholarships to post—secondary students. '

"‘Sub- grants containing confldentral information; the disclosure of which is

determined by the agency to constitute a vrolatlon of other provisions of law
regarding disclosure.

NOTE: Discretionary sub-grants are defined as those for which
DHS has discretion in the selection of _the sub-grantee(s).

SPECIAL NOTE APPLICABLE TO SUB-GRANTS:

Specific selection procedures for sub-grants should conform to the
parameters specified in the orrgmatmg Ieglslatlon and |mplement|ng
program directives.

If any discretionary selection authority is left to the DHS grantmg
division/office, the selection methodology should be open and
competitive to the greatest extent practicable.’

In selection activities and documentation, the program division/office has
an obligation to uphold public trust for: managlng public resources fairly
and ef‘fectlvely

Much of the administrative guidance thatapplres to Professional and Consultant

Service (PCS) contracts also applies to sub-grants. Some of those requirements
include: ’

1.

Office of Chief Counsel (OCC) Audrt Sectron must provide clearance
concerning current audit status for sub- grantees that are not State agencies.

Sub-grantees should be corporate -or governmental entities and not individuals
or sole proprietors. Any exceptions must be approved in writing by OCC.

Prior to award, DHS should -insure that the intended sub-grantee is not

-debarred or excluded from partrclpatlon |n government programs.

Any sub- grant with - a Constltutlonal ‘Officer or -member of the General
Assembly, or hislher spouse, requires- the sub-grantee to disclose, in
accordance with Executive Order (EO) 98-04, and Act 34 of 1999. Prior
approval of the Joint Budget Committee during legislative sessions or the
Legislative Council between sessions AND.the Governor is required.

Certification regarding lobbying is required for those sub—grante‘es receiving
over $100,000 in federal funds. State and/or other funding do.not require

: certlfrcatron regarding lobbying. -

ALL completed sub- grants and. all supportlng documentation " of selection,
award, and monitoring activities should be retained on file for a minimum of five
years from the expiration date of the sub-grant (six years if Health- Insurance
Portability and Accountability Act [H|PAA] -related).

Sub-grantees shall insure non- -discrimination and equal opportunity by sub-
grantees in compliance with all applicable federai laws, regulatnons executlve
orders and civil nghts rules and regulatrons
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8. -Tobe consldered valid and b|nd|ng, a stamped or\automated slgnature by the
parties agreelng to the sub- grant must be: Co

a. Unuque . :
b. = Capable of being verified, and -
c. Under the sole control of the slgnatory

It is the responsibility of the. apphcable program d|V|s|on to comply wrth Act 1032 of
1999 by categorizing each sub-grant as:

’ 1. Dlscretlonary, and subject to Ieglslatlve rewew
2.  Discretionary, and exempt from legislative rewew or.

3. Non- d|scret|onary (and, therefore -not subJect to Ieg|sIat|ve review).

Discretionary sub-grants subject to Ieglslatwe review are due to CSS in final
form two weeks prior to the meeting of the Legislative Review Subcommittee
for the desired cycle of review, depending upon intended implementation date. The

Legislative Review Subcommlttee normaIIy meets the frrst Wednesday of each
month.

The initial term of a sub grant shouId not extend past the end of the apphcable period
. of legislative approprlatron

Funding Gurdelmes

The sub-grantee and d|V1$|on should agree upon the method of reumbursement
before a sub-grant is. developed. In no-case -shall payments exceed the maximum

liability. of the 'sub-grant.. The following methods are acceptable for public or private
sub-grantors. L ‘ S ' -

1. ' Actual Cost Reimbursement

Actual cost relmbursement is based on a complete budget/cost allocation-and a
line-item justification:

2. Scheduled Relmbursement

Scheduled reimbursement is based on a schedule of costs or I|ne rtem budget
that is on file with the division, The.cost schedule or budget is derived from
recurrent preset»expenses Through the ‘cost schedule or budget, the sub-
grantee assures that certain expenses will be incurred during specific periods of
time. Reimbursement.is based on'the cost schedule or budget.

3. Other

Other methods of funding may be used when there are extraordinary.
circumstances . that warrant .such AND. upon coordination through CSS for
approval at appropriate level of authority.

Sub-grant Format.

1. A certain. degree of latitude and discretion is involved in .selecting the
appropriate format for a sub-grant. Since each sub-grant program must
conform to the parameters, constraints, and conditions of the founding
legislation , and 'implementing directives that created it, there is no single
‘'standardized form designated for use by state agencies.
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2, For all sub-grants that exceed $5 000, there must be a Notice of Sub- grant

Award (NGA) to 'serve as a def|n|t|ve ‘source document to provide clear
communication of sub grant terms to the. sub- grantee and to provide an audit
reference. ' .

3. . In some cases, highly specialized s’ub-grant formats__and related NGAs have
been developed to carry out the sub-grant program and corresponding state -

plan for implementation. .Examples include sub-grant programs in fulfillment of
the Community Services Block Grant, welfare reform, childcare legislation, and
benefit programs for the eIderIy :

4 In the absence of an existing sub-grant format tailored to the specific program -

requirements, the program division should use the form DHS-9600 (Sub-grant
Agreement) as a standardlzed agreement format..

5. Creation and-: utlllzatron of a NEW tailored sub- -grant format (to be used in place -

of the form DHS-9600) should be approved by CSS and OCC before be|ng
. utilized:- The form DHS- 9600 sufﬂces as an NGA.

If a specialized format. is ‘used; it is the responsibility of the program
division/office Director to insure that all required elements are covered. These
include, at a minimum, assurances regardmg

NOTE:

Compliance with federal non-d|scr|mmat|on leglslatlon

¢ Administrative assurances and monitoring,

) Programmatlc assurances and monitoring

» Financial terms and condltrons B
-

J.  For sub- grants that total $5 OOO or less, the creatlon of an NGA is optional at the
discretion of the program manager. A “stand alone” purchase order can be created
with notation of the purpose. of the sub grant award entered into the:purchase order -
text. .

K. All sub-grants with "associated NGAs ’sh'all be entered into Arkansas

Administrative Statewide Information System (AASIS) as outline agreements,
against which corresponding purchase orders are to be created. This provides
a mechanism for tying together. all purchase orders for a specific sub-grant and

providing an over-arching audit portal. The outline agreement number shall be used

as the sub-grant number

. Development of Sub-grants

A

Development of the sub grant agreement is. normally accompllshed by assngned

~ program staff, since all sub- grants must conform to the unique parameters of their
respective fundlng legrslatlon and assocrated regulatory guidance.

In special crrcumstances, CSS may develop sub-grants for the programs divisions
upon receipt of authorizations to do so (see. C. below). Divisions desiring CSS to
develop their sub-grants shall submit a request for such to the CSS Assistant
Director. . »

The following procedures apply to development actlons executed by csSs (for
development actions executed by the dwusron proceed to D. below):
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NOTE Contractlng tomatlon Platform (CAP) is the
electronic  system through which.  sub-grants ‘are
authorized, developed, reviewed, approved, and signed.

D'ivision shall submitauthorizations to CSS in electronic format.

Requtred elements for the authorlzatlon from the program division include:

a. Completed Authorlzatlon/Input Form (DHS 9190)
b: Any legal attachments- :

c. Any other lnformatron necessary, |ncludlng financial information

Upon receipt of the authorization, ‘assigned.CSS individual(s) shall review the
authorization and outline agreement, consult with the sub-grantee, develop the
sub-grant proposal and review the completed proposal electronically for
technical compllance and completeness. Division Director or designee shall |
review the sub-grant and indicate approval of such electronically on the sub-
grant. The Administrative Compliance Officer (ACO) shall submit the sub-grant
to the sub- -grantee-for his/her review, approval and signature. :

D. Requrred elements for the complete sub-grant proposal

1.

The complete sub-grant proposal shall lnclude the. NGA and the Transmittal

Sheet for Non- Standard Sub-grant Agreements (DHS-9602-AA or DHS-
-9602-CO) OR 'the .Sub-grant Agreement form (DHS-9600) and: the

Authorlzatlonllnput Form (DHS- 9190)

Other elements that may be requrred to complete the proposal include:
a. Attachments . .
1) All attachments should be numbered ln sequentlal and consistent
- form: -. L o

2') : V«Each page of each attachment should be Iabeled at the top of the
' page with the foIlowmg information: '

' ';a)' QAttachment number (in numerlcal consrstent and sequentlal
L *format) :

‘b) .. Page number (startlng wrth page #1 for each attachment)

C) 'Sub -grant number .

: d) - Action (i.e., NEW for lnrtlal sub grants)

b. Budget lnformatlon ‘ '
1) _ For sub- grants relmbursed onan Actual Cost basis

a) - An -itemized. listing of allowable program expenses and
) Justlfrcatlon are requlred ‘elements. The total itemized listing
should equal the total DHS funding in the sub-grant.

b The itemized listing shall be made a legal attachment.

2) For sub-grants reimbursed on a- Scheduled Relmbursement -
Actual Cost Basls '

a) Scheduled rermbursement Actual Cost Basis is based on a
schedule of costs or a line- -item budget that is on file wrth the
program lelsron :

Effective Date: 7/31/2012 T |  Page6of 12
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'b)  The schedulé should’ clearly indicate that payrents are
-~ based on actual . expend|tures |ncurred and no advance
payments are allowed. :

c) The schedule should™ rnclude the amount and dates of ,
‘payments to be made during the sub-grant period. The first
payment. should not be earlier than three weeks after the
effective date of the sub-grant.

d). . The schedule should address the requirements for invoicing,
’ expenditure - ‘reporting, : and payment adjustments, if
appllcable :

1

e). . The re|mbursement schedule shall be made a legal
» attachment

c. -Contract and Grant Dlsclosure and Certlflcatlon Form PCS-D, if
’ appllcable .

1) - Any sub grant w1th a. Const:tutlonal Offlcer or member of the
General Assembly or h|s/her spouse requires the sub-grantee to
disclose, in accordance,with EO 98-04.and Act 34 of 1999. Prior

. .approval ‘of the Joint Budget Committee during legislative sessions
~or the- Legislative Councnl between sessnons AND the Governor is
requnred : :

2) . __Dlsclosures requunng pr|or approval shou!d be resolved pnor to
: S|gnature on the sub- grant

» 3) The Contract and Grant Dusctosure and Certlflcatlon Form shall
' not be made alegal attachment o o

d. " Provider Audit Slgn-Off Sheet (PA_S_OS) -

1)' During &development of every ’sub'grant except for those sub-
_ " grants to State agencies, deveIoper shall determine that an OCC-
~ approved PASOS is on f|Ie .

2) - This approval should- |nd|cate the sub- grantees audit status is
) “current”. :

E. Other élements may be requ1red to complete the sub grant These |ncIude but are
“not limited to :

1 'Certlflcat|on Regardmg Lobbymg

a. Anytime a sub grant exceeds $100 000 in- federal funds the form DHS-
.. 9350, Certification Regardmg Lobbylng, ‘must be made a legal
] attachment . _

b. The $100, 000 threshold pertalns to ALL federal fund|ng in_the sub-grant,

as opposed to all the federal fundlng recelved by the sub grantee from all
sources.

¢ The $100, 000 pertalns to the sub qrant TOTAL not the amount per fiscal
- year ‘ .
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2. Matchmg Terms |

a.

b.

Specrflcatron of match|ng terms |s requrred when funds mcluded in the
sub-grant have a: requured match from state.and/or local funds.

Matchlng terms shall be made a Iegal attachment. .

3. HIPAA Business Associate Agreement (BAA), Form DHS-4001

a.

o AW

A BAA when rquU|red is to be signed by the sub-grantee to demonstrate

“the sub- -grantee’s comphance with HIPAA It shall be included as a legal
'attachment to the sub- -grant. :

_BAA’s are reqUIred for ALL new sub grants for the followrng divisions IF

those sub- grants grant access to or, disclose with Protected HeaIth
Informatron (PHD: . -~ ’ :

1) Division of Aglng and AduIt Servuces '

N

) »Drvnsoon of Behavroral Health Serwces

) Division of Developmental D|sab|I|t|es Servrces .
) Division of Medical Serwces
) .

D|V|s10n of Youth Servnces

4. Independent Contractor Checkllst Form DHS 9356

a.

C.

_-'Thls form' should .be completed by program division/office if grantee is an

individual or- soIe proprletor

Thrs form is- used to assess the status of the rndnvndual or sole propnetor
as an mdependent grantee rather than a DHS emponee

' The DHS 9356 shaII not be made a Iegal attachment

5, ,Certlflcate of Authonty from the Secretary of State of Arkansas

- a.

F. Signing and Proces‘sing=of Sub-grants

‘The Certlfrcate of Authorlty, or documentatlon of its issuance, is required
~for sub-grants W|th out-of-state corporatlons transactlng business in

Arkansas ,

if the out- of-state sub- grantee does not operate within Arkansas or is

otherwise exempt a Certrflcate of Authorrty is not necessary.

The Certlfrcate of Authorlty OF documentatlon shall not be made a Iegal

: attachment

1. For those sub- grants developed by CSS

a.,

The division. shall secure eIectronlc approval of the division Dlrector or

designee on the sub- -grant proposal

CSS ACO shaII secure the Signature of the sub- grantee on the sub-grant

. proposal.

CSS shall route the signed sub grant to Records Management Unit
(RMU) for. processrng
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,For those sub- gra"nts developed by the divis'ion»" 3

a.  The division shall secure the sxgnature of the division D|rector or designee
andthe signature of the sub- -grantee .on. the sub -grant proposal before the -
effectlve date of the agreement

b, The dwusuon shaII route the srgned sub grant to RMU for processmg

G. Leglslatlve Revuew of Sub-grants

1.

Fora dlscretlonary sub- grant requmng leglslatlve revuew the division or CSS is

»responS|bIe for submitting the. completed. agreement to RMU by the 15" of the

month prlor to- the month in Wthh the sub grant is to be legislatively reviewed.

It is very |mportant for the. d|v1s10n to have knowledgeable - representatives in
attendance at the Legislative Review Subcommittee meeting to answer
programmatic and budgetary questrons about’ the specific sub-grants on the
agenda as weII as general questlons concernlng the entire program

Upon completion of their review, the Leglslatlve Review Subcommittee will
send recommendat|ons to. the Leglslatlve Council for consideration.

The Legislative Councrl which usually meets the third Friday of each month,

~ reviews the recommendations. of the subcommlttee and, typlcally, makes an

announcement of favorable reV|ew

H. Distribution of Sub7gr.ants. N

1.

RMU shall distribute. sub-grants to the' sub- -grantees only for those sub-grants
that were developed on the form DHS-9600. For those that were developed on

an aIternatrve form, the dIVISIOn |s responsnble for’ distribution to the sub-
grantee : : : s

"RMU shall post all sub- grants utili'zing"the form"DHS-QSOO to the DHS Contract

Archival System (CAS). RMU shall post all sub-grants NOT utilizing the form

. DHS-9600 to DHS Share (DHS/OFA/CSS/RMU/SubGrant -NonStandard).
'RMU shall notlfy the division, the CSS . Supervisor, and the OFA

Comprehensive Annua| Financial- Report Unit (CAFR Unrt) that the sub-grant is
available on CAS. :

RMU _sha_lt _maintain the =orig.inal sub-grant on file in the Records Room. All
requests “for sub-grant  information from the RMU Records Room should

. reference the 'sub-gran't number and sub-grantee name. -

L Entry of Sub~grants into AASIS

1.

in._ most cases, sub- grants must be reflected in ‘AASIS by the creation of

' correspondmg standard purchase orders from the outline agreement.
"Purchase order creation in AASIS can be accomphshed by the division or by

the CAFR Unit, at the discretion of the d|V|S|on

' For those purchase orders created by the CAFR Unit: |

a. CAFR Unlt shall create the purchase order in AASIS upon notification of
sub-grant archival in CAS. :
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b. ~ CAFR Unit shall send the purchase 'order number to the division (copying
' the CSS:Deputy Team Leader responsible for tracking all sub-grants) with
the request that the division approve the purchase orderin AASIS

e Division. shall approve the purchase order in AASIS and notrfy the CAFR
Unit . of such, “upon ‘which the CAFR Unit .shall send a copy of the
purchase order to the sub- grantee .

3. For those purchase orders created by the: division' it is the responsibility of the
_ division - t6 assure technical congruency ‘between the sub-grant and the
purchase order and to send a copy of'the- purchase order tothe sub-grantee.

V. Amendments to Sub-grants '

A Tlmeframes . ;
Sub-grant amendments should adhere to the same t|meframes outlined for the
development of new Sub grants '

B. Amendment Reqwrements '

1. Amendments to sub grants are requlred when any -element on the form DHS-
9600 (or approved alternative format) or any of the legal attachments is revised
to the extent that it mater|a|ly affects the sub-grantee or DHS in any way.
Amendments shaII be mutuaIIy agreed upon by the sub grantee and DHS

2. Minor revrsmns or admlnlstratlve correctlons that affect only the internal
admmlstratron of a sub-grant do' not require an amendment; these may be
accompllshed as “Change actlons Refer to section VI

3. The effective date of an amendment to extend an otherwise expiring sub-grant -
shall be no later than\the explratlon date of the expiring sub- -grant.

4. Dlscretlonary, non- exempt sub- grants that are amended to exceed $10, 000"
_ requrre Legrslatlve approval.

5. In the absence of an existing sub-grant:amendment format tailored to the
specific program requirements, the program division/office should use the form
‘DHS-9601 (Sub-grant” Amendment) as a standardized agreement format.
Creation and utilization of a.new tailored sub-grant amendment format (to be
used in I|eu of the form DHS 9601) should be approved by CSS and OCC

C. Development of Amendment

1. The program d|V|S|on/off|ce shouId submit an authorization to CSS to develop
the amendment: (In those instances where the program division/office

‘developed their own: sub-grant they shall also develop the amendments
N ~ to that sub-grant. Proceed to #5 below )

2. The authorlzatlon from that program drvrsmn/office is required to include
a. Input/Authorization Form »(D:HS—'9190)
b.  Revised ornew attachments, if any _

3. Upon receipt of the authorization, assigned CSS individual(s) shall review the
authorization, consult with the sub-grantee, develop the sub-grant amendment,
and review the completed ‘amendment electronically for technical compliance -
and completeness. Division Director or designee shall review the sub-grant
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~amendment and |nd|cate'approva| of ‘'such electronlcally "The ACO shall print
" the sub-grant for manual slgnature by the . sub-grantee followrng electronic
review.and approval by- the DIVlSlon Dlrector or deSIgnee

‘4. If the original sub- grant was developed on the form- DHS- 9600, the amendment_
+ to that sub-grant shall: be developed ‘on “the- form DHS-9601, Sub-grant
Amendment. An. alternate ‘amendment form may: be.used to amend a sub-
grant that was developed on an alternate NGA '

5. The complete amendment is requrred to |nclude

a. Sub-grant Amendment (DHS 9601) and Authonzatlonllnput Form
(DHS 9190) for a standard sub grant

v OR .
b. An alternate NGA 'and the form -DHS-9602 for a'non-standard sub-grant
6. The complete amendment |s aIso requrred to include a PASOS if the sub-

-grantee is- NOT: a State agency and if the tlme per|od covered by the prev10us
PASOS has explred

D. Slgnlng and Processmg of Amendments to Sub-grants
Same as for new sub grant above

E: Legislative Rewew of Amendments to Sub-grants
Same as for new sub grant above
F. Dlstrlbutlon of Amendments to Sub-grants

Same as for new sub grant above

VI. Changes to Sub-grants

A. Minor revisions or. adm|n|stratlve correctlons may be accompllshed by a change
action. Change actions. affect only the |nternal ‘administration of a sub-grant and do
not materlally affect the sub-grantee or DHS in any. way.

. : -
1. ‘Any change |n flnanC|aI amount MUST be executed as an amendment
-action. .

2. Any change that creates a- materlal lmpact on e|ther party MUST be
executed as an amendmentactlon S

*

B. CSS shall develop change actions for all sub-grants that were developed by CSS,
upon receipt of authorizations from the division requesting such change actions. For
‘those sub-grants that were developed by the dIVlSlon the division shall develop the
change action.

- C The following procedures apply to- change actions executed by CSS

1. Division shall submit the authorization electronlcally Required elements for the
‘authorization for CSSto develop a change action include:

a. . Form DHS-9190; and
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VI

\

VIIL

b. Explanatory memo explalnlng change if necessary,

2. Upon receipt-of the authorlzatlon ass|gned ACO shall review the authorization, -

notify the sub- -grantee of the- ‘changé, complete the change proposal, and
review the completed proposal for technlcal compllance and completeness

3. ASSIgned ACO shall not|fy RMU for processlng

4 RMU shalI transfer all documents from CAP to CAS and notlfy the CAFR Unit of
the change. , R

D. The followmg'procedures apply to change:factlonsexecuted* by the division.

1. The complete change packet shall be submltted to the CTL and dIVISlOI‘l liaison.

The completed change packet shall mclude at a minimum:

s

a . Form DHS- 9190 and o

b.: Explanatory memo from dlvusmn explalnlng change ‘if necessary.

2. Upon rece|pt of: the complete change packet CTL or division liaison shall

review'the completed proposal for techmcal comphance and completeness

3. CTLor leISlOl‘l |IalSOl'l shall submtt the completed change proposal to RMU for
processing.- .

4. Upon. recelpt of the change packet RMU shall scan alI documents into CAS
and notlfy the CAFR Unlt of the change -

Sub-grant Monltonng

Program division pollcy and procedures and requlrements of the: fundlng source determine
monitoring requirements for sub-grants There should- be sufficient programmatic and
fiscal monitoring to insure that sub-grant assurances are being met and to evaluate the
effectiveness -of program expenditures. .At-a minimum, for all sub-grants exceeding

$5,000, division 'staff should perform at:least ‘one on-site monitoring visit annually, followed'

by a written report to the division. d|rector addressrng indicators of program effectiveness;
documentation of expendltures from -the 'sub:grant. award;. and -compliance with
administrative terms and conditions of the sub-grant award. ' :

Sub-grant Repo‘rtin:g

A. For departmerital tracking, CSS maintains a .compilation. of all DHS sub-grant
programs. Semi-annually; CSS requests the divisions to*update their listing of sub-
grant programs on file W|th CSS. This l|st lS avallable on CSS Share

B. For statew1de tracking, all state agencles are requnred to submit a quarterly report to
DFA regarding disclosures made during that period. CSS makes this report on the
OSP website, from data provided by the divisions, on all sub-grants over $25,000 to
Constitutional Officers, members of the General Assembly or their spouses
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