Project Accounting Responsibilities:

Assist in the assighment of accounting codes for funds
being awards to sub recipients

Disperse funds to sub recipients
Draw Down and Record Federal Funds
Provide internal and external financial reports for

expenditures and revenues received on all federal
grant awards and sub awards.



Financial Responsibilities of the SDE Program Office:

Submit a Budget to Budget Analyst in the Office of Finance
for the Entire Federal Grant Award.

Determine the allocation amounts for the sub awards and
submit through the ARS system.

Forward a list of the final allocations/awards made to
Project Accounting. This information is required for a
federal reporting requirement.

Approve Sub recipients Initial Budget and any Amended
Budgets submitted
- All Budget Forms Must be Approved by the Program
Office for approval before Reimbursement can be made.



The Program Manager must review the following when approving
Budgets for Sub Recipients:

Original Budget form must add correctly and should match
the Total Grant Award

Amended Budget must add and amounts being moved from
a line must be available to be moved.

Change page must accompany the New Amended Budget
Page and the total must equal zero.

Very Important - Budget amendments need to be received and
approved prior to the annual deadline for the submission of the
expenditure reports (around August 15, XXXX).
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Items to Communicate to Sub recipients:

Expenditure Reports —
Must have the beginning and ending date for the period that the
expenditures are being reported for. Not the entire period of the grant.

All pertinent fields must be populated and correct in order for claims
to be paid timely and correctly.

Documentation to support expenditure reports submitted —

Sub recipients must maintain documentation but should not submit it with
their expenditure claim except in cases where the program office has
requested that be the process.

For example, Public Charter School Federal Grant.
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To Assist Fiscal Monitoring Activity of Sub recipients
and Financial Status of the Total Federal Award:

Program Directors’ should periodically request information from the appropriate
Project Accountant to show sub recipient balances on individual projects. Itis
the responsibility of the program office to contact the sub recipients that aren’t
submitting expenditure claims timely and/or aren’t expending grant funds as
expected.

Please Keep in Mind

Many programs/grants are split between the Project Accountant in Project
Accounting and the Budget Analyst in the Budget Office within Finance. If this is
the case, please always make sure that you are checking with both areas as to
your budget balances before making any decision in reallocating unexpended
funds.



