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Title: Track and Reconcile Expenditures for Financial Reporting
Revision History: January 31,2019, March 5, 2019
Effective Date: May 6, 2021

Purpose:

The purpose of this document is to outline a policy and procedure for tracking and reconciling
expenditures for reporting on the SF-425 Federal Financial Report (FFR). The SF-425 Federal
Financial Report requires reporting of the funds that have been spent (expenditures) and any bills
that will be paid (unliquidated obligations incurred) at the recipient/sub-recipient level, both for
the reporting period and cumulatively, for each award.

Authority:
The Director of the Department of Criminal Justice Services has the authority in the Code of
Virginia to implement policies needed for the operation of the agency.

The 2006 Code of Virginia § 2.2-803 - Financial Accounting and Control, establishes unified
financial accounting and control systems throughout the departments and agencies of Virginia.

Title 31 U.S.C (the Cash Management Improvement Act of 1990) imposes on the states a
responsibility to develop and negotiate agreements governing the flow of cash from the U.S.
Treasury to the Commonwealth. Careful analysis and monitoring of this program is critical due
to the interest penalty that accrues for the time that a state agency holds federal cash.

2017 DOJ Financial Guide, Section 3.15 Reporting Requirements.

Title 28 Code of Federal Regulations (CFR) Part 66, Section 66.20 Standards for financial
management systems, (b)(1) Financial Reporting, Accurate, current, and complete disclosure of
the financial results of financially assisted activities must be made in accordance with the
financial reporting requirements of the grant or sub-grant.

Background:

The Commonwealth Accounting Policies and Procedures (CAPP) Manual is published by the
Department of Accounts (DOA) to provide authoritative guidance on the application of
accounting policies, procedures and systems pursuant to Section 2.2-803 of the Code of Virginia.

The CAPP Manual provides a standardized approach to fiscal and accounting matters within the
authority of the State Comptroller. Cardinal is the current accounting system. The section
covering Federal Grants Management, Internal Controls and Financial Reporting is located in
Volume No. I—Policies and Procedures,; Section No. 20600, Topic Federal Grants
Management.
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DCIJS developed the Grants Management Online Information System (GMIS) to provide an
internet interface for all sub-grantees to apply for grants, fill out request forms, and submit
reports online that go directly to the Grants Administration staff and Grant Monitors. DCIS also
utilized an internal Microsoft Access database that inputs data into GMIS, to run data reports
(referred to as Old GMIS).

In 2021 DCJS launched a new Online Grants Management System (OGMS) to replace GMIS
and Old GMIS. During this transition stage, most of the processes for tracking and reconciling
expenditures for financial reporting are still in GMIS and OGMS. After the full transition to
OGMS, this policy will be updated accordingly.

Policy:
DOA provides grant-reporting capabilities to DCJS through Cardinal.

DCIS is responsible for proper and accurate recording of federal grant activity through the use of
Cardinal and GMIS.

DCIJS prepares federal grants reports in accordance with the following federal and state
regulations and guidance:
e The 2017 DOJ Financial Guide, Section 3.15 Reporting Requirements;
e Title 28 of the Code of Federal Regulations (CFR) Part 66, Section 66.20 Standards for
financial management systems, (b)(1) Financial Reporting;? and
e Virginia CAPP Manual, Volume No. 1-Policies and Procedures; Section No. 20600,
Topic Federal Grants Management.?

The DCJS DESK Procedures Federal Reconciliation Process (Attachment 1) outlines the
reconciliation procedure used by the DCJS Finance Section. DCIJS prepares reconciliations on a
monthly basis per the Virginia CAPP Manual Topic 20905 Cardinal Reconciliation
Requirements — General Accounting. The reconciliation requirements call for a reconciliation
between any internal systems utilized by the agency and the financial system of record —
Cardinal. This process details the reconciliation between GMIS and Cardinal.

Procedures for Processing Requests for Funds:

DCIS prepares federal drawdowns for reimbursement-based grants in Fund 10000. These
reimbursements are based on actual expenditures incurred by sub-recipients and administrative

! Available online at https://ojp.gov/financialguide/doj/pdfs/DOJ_FinancialGuide.pdf

2 Available online at https://www.govinfo.gov/content/pkg/CFR-2010-title28-vol2/pdf/CFR-
2010-title28-vol2part66.pdf

3 Available online at www.doa.virginia. gov/Admin_Services/CAPP/CAPP_Topics/20605.pdf
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expenses incurred by DCJS. Funds are received via electronic funds transfer from the U.S.
Department of the Treasury and recorded in the Cardinal accounting system.

The DCJS Flowchart Federal Drawdown (Attachment 2) describes the payment and drawdown
process for federal and nonfederal grants. Invoice payment requests or voucher requests occur in
the GMIS and are initiated by sub-recipients. Grants Management reviews a number of criteria
before approving a pending Request for Funds including but not limited to the following:
e A corresponding Quarterly Financial Report has been submitted in GMIS by the sub-
grantee for the period being requested
e The sub-recipient’s designated Financial Office has approved the corresponding
Quarterly Financial Report
e The period(s) covered by the request matches the period(s) the expenditures were
reported
e The amount requested equals the amount owed to the sub-grantee for reimbursement

If the Request for Funds does not meet the criteria to be approved for processing, Grants
Management will inform the Grant Monitor of the issues with the Request for Funds so that the
Grant Monitor can notify the sub-grantee of the revisions that need to be made.

Once Grants Management confirms a Request for Funds has met the criteria necessary to be
approved, the Grants Financial Manager will prepare a voucher in GMIS by entering the fund
code(s), program code, object/account code, and project code(s) designating which funding
source(s) the payment will come from. After one or more vouchers have been prepared, the
Grants Financial Manager will process these vouchers in a batch.

When GMIS produces a batch of vouchers, three files are created. The first file is the Batch
Header, which contains the agency number, batch number, batch date, batch type, batch count,
the total sum of the requested amounts of all vouchers in the batch, and an approval signature
line. The second file GMIS creates is the Sub-Processing file, which contains a page for each
voucher in the batch showing the coding information entered by the Grants Financial Manager.
The last file GMIS creates is the Request for Funds file, which also contains a page for each
voucher in the batch showing the information entered by the sub-grantee when submitting the
Request for Funds. These three files are printed (or saved as PDFs) and combined. The files are
then organized so that the Batch Header is the first page, and each sub-processing file is paired
with the corresponding Request for Funds for each individual voucher.

The Grants Financial Manager then references the supplier/vendor list in Cardinal that is
generated by eVa to verify that the vendor is approved to do business in Virginia. The Grants
Financial Manager/Grants Manager/Grant Fiscal Monitor adds the supplier ID and address ID to
each voucher, which designates how and where the funds will be sent once the voucher is
entered into Cardinal. The payment terms are also added to the voucher. Vouchers that include
Federal Funds (Fund 10000) are coded with 00PP payment terms and given a specific due date.
The due date corresponds to the drawdown schedule provided by Finance and ensures that
Finance has time to draw down the Federal funds needed to reimburse the sub-recipient. Due
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dates fall on Fridays (except in special cases such as holidays), and any vouchers entered before
Monday at 4 pm will be assigned a due date of the upcoming Friday. Vouchers that do not
include Federal Funds (Fund 10000) are coded with 00 payment terms. The funds to reimburse
these vouchers are already available and do not need to be drawn down by Finance.

The Grants Fiscal Technician enters the voucher batches into Cardinal. Cardinal generates a
voucher number for each invoice/request and the voucher contains all of the information listed
above. Once completed, the Grants Fiscal Technician prints the voucher entry page and
generates a header page (attached). After all of the payment requests are entered into Cardinal,
the batch is returned to the Grants Financial Manager.

The Finance Section will create a download of all vouchers entered into Cardinal for
reconciliation against the federal drawdown schedule. A drawdown is prepared each Tuesday to
cover the federal expenditures (unless interrupted by a holiday). The DCJS Procedures-Federal
Drawdown (Attachment 3) details the Federal Drawdown process.

Once the funds have been received via EDI from the federal government, an email is sent to the
Finance section from the Virginia Treasury (SunTrust). The Finance Section will then prepare a
Deposit Certificate (DC) to record the funds and notify Grants Administration that payment has
been received. The Grants Financial Manager/Grants Manager approves each voucher/invoice in
Cardinal by verifying the invoice number, amount, account code, fund code(s), program code,
department code, project code(s) and voucher ID, and then generates a screenshot of the approval
confirmation. The Grants Financial Manager/Grants Manager signs the header sheet created by
the Grants Fiscal Technician and attaches the approval screenshot. The approval process is
repeated for each voucher until the entire batch is approved. Vouchers with 00PP payment terms
must be approved at least two business days before the due date (generally by Wednesday COB
since due dates fall on Fridays).

Grants Management reconciles the vouchers entered into Cardinal with the voucher registry in
GMIS by entering the Cardinal-generated voucher number into GMIS for each invoice. The
updated voucher registry is printed from GMIS and given to the Finance Section for a final
reconciliation each month. The Finance Section uses the attached DCJS DESK Procedures
Federal Reconciliation Process (Attachment 1) to reconcile accounts payables and receivables.

Certain sub-recipient reimbursements, such as monthly reimbursements and interagency transfers
(IAT), do not follow the typical GMIS voucher process.

For monthly reimbursements, the sub-recipient provides a monthly invoice along with supporting
documentation for the reported expenditures (monthly sub-recipients still submit a Financial
Report in GMIS each quarter for tracking purposes). After Grants Management reviews the sub-
recipients monthly submission, a “Voucher Transmittal Form” spreadsheet is created in Excel by
Grants Management. The Voucher Transmittal Form contains all the necessary coding, supplier,
and payment information required for a voucher. A Grants Fiscal Technician creates a voucher in
Cardinal, and Grants Management approves the voucher at the appropriate time. Because

monthly reimbursements are not submitted through GMIS by the sub-grantee, Grants
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Management maintains a “Voucher Log” spreadsheet to reconcile reimbursements submitted
outside of GMIS. The “Voucher Log” is updated monthly and sent to Finance for a final
reconciliation.

Transfers of Federal Funds between state agencies (ATAs) follow the typical reimbursement
process through GMIS until the batch files are printed. Once the files are printed, Grants
Management prepares a GL Journal Spreadsheet Upload Excel Template using DCJS coding and
the coding provided by the recipient agency. The completed coding information is sent to
Finance as a text file along with the batch documents from GMIS for review. Finance then sends
the information to the Department of Accounts (DOA) to execute the transfer. DOA sends a
Journal ID once the transfer is complete, and the Journal ID is entered into GMIS by Grants
Management for reconciliation purposes.

The voucher process was modified during COVID-19 in order to process vouchers remotely.
Modifications to the process are detailed in the attached DCJS Teleworking Voucher Approval
Process (Attachment 4).

Submitting Federal Financial Reports:

The sub-grantees will submit Quarterly Financial Reports on the 15% of the month after the end
of the quarter using the DCJS Grants Management Information System (GMIS). Detailed
instructions on how to submit financial reports are given to the sub-grantee at the time of award.
Grants Administration staff will run Cardinal Reports: the Cardinal Trial Balance Report, the
General Chart of Accounts (COA) General Ledger Transaction Report. In-house grant financial
reports are run by the Finance Manager in Cardinal and the GMIS system.

The Finance Section will provide in-house grant reports, interest calculations for the federal
grants that have grant awards in interest bearing accounts, and a Cardinal download for
administrative cost and/or expenditures for in-house grants to Grants Administration.

A Quarterly Financial Report Details-Cumulative for Funding Year(s) is run in GMIS by the
Grants Financial Manager. This report details the sub-grant number by federal fund, location,
award amount, reported expenses, match, returned funds to DCJS, disbursed amount by DCIJS to
sub-grantee, match and the balance.

The Grants Financial Manager will record the actual funds that have been spent (expenditures) in
10.(e.). Expenditures reported by sub-grantees in GMIS (unliquidated obligations incurred) at the
recipient/sub-recipient level may be reported in 10.(f.), for the reporting period for each federal
grant award on the SF-425 Federal Financial Report (FFR). The FFR will contain the summary
information on expenditures, unliquidated obligations incurred, the money from the recipient
organization (match), program income, and indirect costs for each quarter of the project.
Instructions on how to fill out the SF-425 are attached.
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The FFR will be submitted online by the Grants Financial Manager in JUSTGrants, the DOJ
Grants Management System, no later than 30 days after the last day of each quarter. If the FFR
is not submitted by the due date, JUSTGrants will automatically consider the FFR to be
delinquent and the drawdown of funds through the Automated Standard Application

for Payments (ASAP) system will not be permitted. An automatic email notification will be
sent if this occurs. FFRs will be accurately prepared, reviewed and approved by management,
and timely submitted. Copies of the FFRs and supporting documentation are maintained for
future auditing purposes. The submission instructions for the federal system are outlined in
JUSTGrants FFR Guidelines (Attachment 5).

Important Reminders:
* Report actual funds spent, NOT the drawdown amounts from the Federal Government.
* Report all allowable costs incurred, both at the recipient (in-house, administrative, match
and indirect costs), and sub-recipient level.
* Report the cumulative matching expenditures.
* Report program income as the cumulative amount, NOT the quarterly amount.
* Report correct indirect cost rate and/or base supplied by the cognizant Federal agency.
* Report correct indirect cost rate type (provisional, final, or fixed).

Grant Review and Sub-grantee Closeout Procedures

The Grants Financial Manager and/or the Grant Monitor will periodically review grant
expenditures against approved budgets to ensure that administrative costs are not in excess of
allowable percentage levels and that administrative, indirect costs and match are being charged
according to grant program regulations.

The Grants Financial Manager and/or the Grant Monitor will periodically analyze expenditures
to determine spending patterns and/or variances of grant programs, in-house grants,
administrative costs, indirect costs and match. The Grants and Finance Sections meet with the
grant monitors each quarter to review expenditures, revenue and budget to actual reports.

In preparation for closing out sub-grants, the Grant Fiscal Monitor reviews the Fiscal Year
Grants List quarterly to see what sub-grants ended in that quarter. The grants nearing closeout
are discussed with the grant monitors at the quarterly update meetings.

Grants Administration will run the Quarterly Financial Report Details Cumulative Funding
Report in Old GMIS 60 days after the award close date to allow time for the sub-grantees to
spend and report obligated funds during the liquidation period, as well as provide a 30- day
window to closeout grants that are ending on a federal level. The reports run in Old GMIS are
based on the federal funding year, not fiscal year. For example, Justice Assistance Grants (JAG)
onetime sub-grants and V-Stop sub-grants may cross multiple fiscal years. Sub-grantees are
notified if their reported expenditures and disbursements do not reconcile.

Funds Reconciliation
The Grant Fiscal Monitor prepares a tracking spreadsheet (GMISissuesFY) to balance funds
reported as expended by sub-grantee vs funds disbursed to sub-grantee. The Grant Fiscal
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Monitor compares the Expended figure vs Disbursed figure; the figures should be equal, taking
into account any funds in the Returned column.

If there is a difference (+ or -) between the expended and disbursed amounts, the Grant Fiscal
Monitor will send an appropriate e-mail to the sub-grantee using merge mail. The Grant Fiscal
Monitor will list the grant number, grantee, original issue, funds receivable, funds payable, initial
action taken, second action and result on the tracking spreadsheet, and create a file using the
Grant Reconciliation Form and supporting documents.

Check for 1) a Statement of Grant Award (SOGA) and 2) if the sub-grantee has met the Special
Conditions (if applicable) to ensure there is not an issue hampering reporting.

For the local match (if required) the Grant Fiscal Monitor compares the Expended figure vs
Disbursed figure. If the actual expended funds are less than funds awarded per the SOGA, the
required match is reduced proportionately to the actual expended funds.

If there is a difference (+ or -), the Grant Fiscal Monitor will send an appropriate e-mail to the
sub-grantee using merge mail. The Grant Fiscal Monitor will list the grant number, grantee,
original issue, funds receivable, funds payable, initial action taken, second action and result on
the tracking spreadsheet, and track status of fund reconciliation issues on GMISissues
spreadsheet.

Budget Reconciliation - to de-obligate unexpended budget balance in GMIS:

Check Balance column for differences in awarded (budget) figure and actual grantee expended
figure. The balance will show $0 if the grant is balanced. If there is a difference, use the final
reported YTD Financial Report (FR) to reconcile in GMIS.

The budget will show $0 if there is no SOGA or the Special Conditions are not met. The budget
will not be entered into GMIS until it is approved.

The Grant Financial Manager will enter the final reported YTD FR in GMIS Online:
http://intranet.dcjs.virginia.gov/index.cfm
Employee Connection> GMIS Online>enter grant#> Administration> Budget Reconciliation

* Enter revised figures
* Choose File: GMIS Budget Amendment.PDF

Returned Funds —to record in GMIS unexpended grant funds returned to DCJS by sub-grantee:

The Finance Section will deposit the returned funds check from the sub-grantee and provide a
copy of the check to the Grant Fiscal Monitor. The Finance Section may receive an Interagency
Transfer (IAT) or Budget Execution (BEX) from state agencies. The Grant Fiscal Monitor
provides Finance with the coding so that the check can be properly recorded in Cardinal.
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Enter information, such as the check number, funding stream, deposit ID number, and date
returned into the Old GMIS Database:
Quarterly Financial Reports> Add Return of Funds

After data is entered, return information will show up on the bottom of Vouchers page in GMIS
Online.

Enter information in online GMIS:
http://intranet.dcjs.virginia.gov/index.cfm
Employee Connection> GMIS Online>enter grant#> Administration> Budget Reconciliation
* Reconcile budget using the final reported YTD FR in GMIS
* Choose File: GMIS Budget Amendment.PDF

Enter information on the Returned Funds spreadsheet. Send a copy to the Finance Section and
the Grants Manager quarterly.

*For accounting purposes, funds owed are considered past due 30 days after the first notice is
sent.

Return of funds information:_check made payable to “Treasurer of Virginia”
DCJS

Attention: Finance Section

1100 Bank St, 12" floor

Richmond, VA 23219

Interpretation
The DCJS Grants Administration Manager, will provide the understanding, explanation and/or
analysis on these procedures and answer any questions regarding the application of this policy.

%\@W Q Y 6/3/2021

Shannon Dion Date
Director
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DCJS Federal Reconciliation Process

Desk Procedures

The Department of Criminal Justice (DCJS) prepares reconciliations on a monthly basis per the
CAPP Manual Topic 20905 Cardinal Reconciliation Requirements. The reconciliation
requirements call for a reconciliation between any internal systems utilized by the agency and
the financial system of record — Cardinal. This process details the reconciliation between GMIS

and Cardinal.

Section 1: GMIS to Cardinal Federal Accounts Payable Reconciliation

a. The Grants Unit provides a monthly listing of all sub-recipient payments made from
GMIS no later than the 15" day of the following month using the following criteria:

a.

T T@moeao0T

Invoice/voucher number assigned in GMIS

Cardinal Number assigned by Cardinal from Voucher Processing
GMIS/Cardinal Batch Date

Sub-grantee/Agency Name

Voucher/invoice Amount

Batch Number

Batch Type

Sub-grantee grant number assigned by DCJS

Batch Total

b. Finance runs the V_GL_JRNL_INQ_BY_COA _LEDGER query in the Cardinal system
for all sub-recipient payments coded to account 5014310 for the month via the following
criteria: (Change the month as needed)

a.

Filter out any non-federal funds (Only include 10000 and 07040)

V_GL_JRNL_INQ_BY_COA_LEDGER - GL COA Journal Query by Ledger

Program (% for all) (%
Account (% for all) 5014310
Department (% for all) |%

Cost Center (% for all) %

Business Unit 14000 |

e

Ledger ACTUALS

Fund (% for all) [% Q

}_] }__] }__] /K.]

Project (% for all) % Q
Journal Date From (12012018 31
Journal Date To |12312018 )

View Results

GL Business Fiscal Accounting Joumal Journal Joumal Date Jrnl Line
Unit

Ledger F

Year Period Source 1D Date Posted Nbr

10f 10 01/24/2019
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DCJS Federal Reconciliation Process

C.

d.

Desk Procedures

Insert a Pivot table for both sets of criteria pivoted by Journal Line Reference and
Amount

PivotTable Fields = B2

Choose fields to add to report: = -

Search =]
SL Business Unit -
Ledger

Fiscal vear
Accounting Period
Journal Source
Journal 10D
Journal Date
Date Posted
Jrnl Line Mbr
Fund

Program
Account
Department
Cost Center

Task

P Bus Unit

[ Y -
Drrag fields betvween arcas belowe:
T FILTERS Nl COoOLUPMS
= ROWWS = wWALUES
Jowurnal Line ... Surm of Aarmount

Compare the two pivot tables for any discrepancies such as coding errors or missing
payments in either system
a. Transfer payments paid via account 609920/609930 and 609650/609660 will
cause discrepancies. Notate these were paid via ATA transfer to higher
education /state institutions

Cardinal GMIs +

How Labels - | Sum of Amount Sum of AmountRequested  Column Labels In GMIS but not in Cardinal

DO014083 51,235.00 F018-10-17 ‘Doo1a113 68,825.48 93 (See Cardinal Fivat Relow)
DO014085 2,617.46 "oo014083 51,235.00 ‘ooo14152 10,951.44 Coded to object 1341 in error - pending correction vE0001057255
DO0L4086 99,063.00 ‘boo1aoes 2,617.46 ‘Boo1azo1 £,884.26 993 (See Cardinal Pivet Below)
00014107 1,246.44 "D0014086 99,062.00 ‘D0014204 11,348.94 Coded to object 1341 in error - panding corraction ve0001057255
0014108 1,333.00 ‘boo1ar07 1,246.44 ‘boo1a208 2,653.33 Coded to object 1341 in error - pending cormection vIDO01057255
DO014109 47,687.04 ‘Doo1a108 1,333.00

0014110 3,333.33 ‘boo1a1c 47,667.04 Row Labels| - | Sum of Amount

00014111 12,861.52 ‘Bo014110 3,333.33 00014113 68,825.48

00014112 14,340.00 ‘Boo14111 12,861.52 00014201 8,884.26

0014118 43,365.00 ‘boo1a112 14,240.00 Grand Total 71,009.70

DO014116 31,373.52 ‘boo1a114 43,365.00

0014117 40,500.00 ‘boo1a116 21,373.52

00018118 11,572.49 ‘Bo014117 40,500.00

00014119 47,674.00 ‘ooo14118 11,572.49

Bo014120 19,258.13 ‘boo1a11s 27,874.00

00014121 38,436.60 "D0014120 19,259.13

0014122 11,781.76 ‘boo1a121 38,436.60

00018123 24,969.00 ‘ooo1a1z2 11,751.76

00014124 8,244.00 ‘Boo14123 24,282.00

0014125 29,265.00 ‘boo1a124 8,944.00 ]

DO014126 46,615.00 ‘Do014125 49,465.00

0018127 32,769.31 ‘boo1a126 46,615.00

DO014128 37.556.00 ‘boo1a127 32,769.31

0014129 3,600.00 ‘boo1a12s 37,556.00

00014130 4,850.00 ‘Bo01412% 3,600.00

0014131 2,257.36 ‘Booi4130 4,950.00

voo1a1a7 6,952.75 ‘boo1a131 3,257.36

DOO14148 7,750.00 ‘boo1a147 6,952.75

0014149 3,193.60 ‘boo1a1as 7,750.00

00014150 8.073.76 ‘Do01414% 3,193.60

20f 10 01/24/2019
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Desk Procedures

b. Look for vouchers inadvertently keyed to the wrong account. For example
account 5014310 keyed to 5014130 or 501340 and prepare a correcting journal
voucher. Notate the correcting voucher on the monthly reconciliation

c. Refunds are not captured in the GMIS system and must be reviewed via the
Cardinal information provided in the download.
d.
Section 2: GMIS to Cardinal Federal Accounts Receivable Reconciliation

a. The Grants Unit provides a monthly listing of all sub-recipient receivables made from
GMIS no later than the 15" day of the following month using the following criteria:
i.  Invoice/voucher number assigned in GMIS
ii.  Cardinal Number assigned by Cardinal from Voucher Processing
iii.  GMIS/Cardinal Batch Date
iv.  Sub-grantee/Agency Name
v.  Voucher/invoice Amount
vi.  Batch Number
vii.  Batch Type
viii.  Sub-grantee grant number assigned by DCJS
ix. Batch Total

b. Finance runsthe V_GL_JRNL_INQ_BY_COA _LEDGER query in the Cardinal system
for all sub-recipient payments coded to account 40% for the month via the following
criteria: (Change the month as needed)

i.  Filter out any non-federal funds (Only include 10000 and 07040)
ii. Exclude any draws prepared by the Finance Unit (A listing of the Finance Draws
can be found in the A/R Log)

V_GL_JRENL_INQ_BY_COA_LEDGER - GL COA Journal Query by Ledger

Business Unit (14000 Q
Ledger [ACTUALS

Je

Fund (% for all) (9% (&}
Program (% for all) (9% (&}
Account (% for all) [40%] x|y
Department (% for all) (% QL
Cost Center (% for all) (9% (&}
Project (% for all) (9% &}
Journal Date From 12012018 1)
Journal Date To 12312018 1)
Wiew Results
GL BLls_ir‘less Ledger Fiscal A-::cou_ntir‘lg Joumal Jourmal Joumal
Unit Year Period Source 1D Date

30f 10 01/24/2019

Date
Posted
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DCJS Federal Reconciliation Process

C.

d.

Desk Procedures

Insert a pivot table by pivoted by Journal Line Reference, Project and Amount

Pivo

“hoose fields to add to report:

Search

tTable Fields

GL Business Unit

Led

ger

Fiscal ¥Year

Jou
Jou
Dat
Jrnl

rmal ID

rmal Date
e Posted
Line MNbr

Fund

Department

Cos
Tas
PC

t Center
ko
Bus Unit

] Project

Drag fields between areas below:

FILTERS

Dref

-~ >

F=}

COLUMMNS

= VALUES

al Line ... - Sum of Amount —

er Layout Update

Compare the two pivot tables for any discrepancies such as coding errors or missing
payments in either system
Paul Coverdell payments are not keyed in GMIS and must be reviewed via the
Cardinal information provided in the download.

Cardinal

tow Labels |~ | Sum of Amount

=/ 41400348
C1547919
CI55601701
Cl55651701
CI57601601
CISBT015

=1 41405477
Cls47927
CI547928

srand Total

(1,920,504.38)
(30,164.99)
(1,282,672.63)
(151,335.33)
(453,678.01)
(2,653.42)
(34,067.97)
(12,081.53) *
(21,986.44) *

GMIS

Sum of AmountRequested Column Labels

Row Labels

'a1400348
C1547919
Cl55601701
CJ55651701
CJ157601001
CISET015

Grand Total

(1,954,572.35) *Paul Coverdell - not in GMIS

4 of 10
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1,920,504.38
30,164.99
1,282,672.63
151,335.33
453,673.01
2,653.42
1,920,504.38
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DCJS Federal Reconciliation Process

Desk Procedures

Section 3: Cardinal CFDA Reconciliation

a. Finance runsthe V_GL_JRNL_INQ_BY_COA_LEDGER query in the Cardinal system

for all sub-recipient payments coded to account 5014310 for the month via the following
criteria: (Change the month as needed)

i.  Filter out any non-federal funds (Only include 10000 and 07040)

V_GL_JRNL_INQ_BY_COA_LEDGER - GL COA Journal Query by Ledger

Business Unit (14000 [
Ledger ACTUALS Q
Fund (% for all) % Q
Program (% for all) %
Account (% for all) [40%] x
Department (% for all} %
(

2P PP

Cost Center (% for all) %

Project (% for all) % Q
Journal Date From |12012018  |[3)
Journal Date To 12312018 [0

View Results

GL Business e Fiscal Accounting Joumnal Joumal Joumnal Date
Unit g Year Period Source 1D Date Posted

b. Pivot the information by account (CFDA), project and amount.

PivotTlTable Fields = E=
oooooooooooooooooooooooo : =+ —

Search F=J

1

W FILTERS Nl COLURMMNS

Defer Layout Update
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DCJS Federal Reconciliation Process

Desk Procedures

Validate the CFDA number (account) to the CFDA which is notated on the Notice of
Grant Award (NGA) to ensure they are all the same
i.

C.

If there are any discrepancies prepare a journal voucher to correct the
differences

Section 4: Pay Management Reconciliation

a. Run the Account Balance Data Report from the Pay Management System
i. The Payee Account number is 8E54P

4, DepertmentofHeath and Human Senvies

Program Support Center

Payment Management System

nqu“y Procedures
A e >§§§M§@M PHS Adhoc Grantee Inguiy
Stored Grantee nquiries

Pajment

Ddursement InquiryType: Account Balancs a7

Caneel
Account Mainfenance

6 of 10 01/24/2019
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DCJS Federal Reconciliation Process

Desk Procedures

PMS Adhoc Grantee Inquiry

Inquiry Type:Account Balance Data

Sawve Query: = pgo Yas
Inguiry Name:

Run Inguiry Cancel
PIN or Payee Acct SubMcct
SES4P

MNote: You may use *(asterisk) for performing partial search on SubAcct and Document Mum

Run Inguiry Cancel
INQUIRY: SA-G DATE: @1/24/2e1% TIME: 12:53:1@ PM

ACCOUNT** *PIN*

SE54P SES4
SUBACCOUNT wEwwk s A THORTZED® *# %% *##*s2pAyMENTE=## %22 #++FNDS AVAILABLE®**
C1A13 $481,188.98 $401,185.98 $.00
C1a14 $385,078.54 $385,875.84 $.08
C1415 $485,293 .80 $405,203 .00 %.08
C1A16 545,941 .20 $357,887.77 $49,853.23
CIA17 2405,498 .00 $.00 2466,408.08
C1A18 $4085,5653 .80 $.00 $406,653.08
wEwEkE A THORTIZED® *#+%% **#*#2payMENTS=## =% *+*ENDS AVATLABLE®**
LIST TOTAL %2,411,652.82 $1,548,6458.59 $863,004.23
ACCT TOTAL %2,411,652.82 $1,548,645.59 $863,004.23
C SDEBITED®* **POSTED®* *SCHD® **E*eAMOUNT=wwss
LAST ACCT TRANSACTION ©1/18/2019 81/17/281% 13785 $275.80
PREV ACCT TRANSACTION ©1/17/2019 91/15/201% 13734 26,299.90

B e L

FEmmmkrE==s Inquiry Results Complete ss®#s=sssis
B e e e e

You may now make another selection from the Menu

7 of 10
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DCJS Federal Reconciliation Process

Desk Procedures

b. Runthe V_GL_JRNL_INQ BY_COA_LEDGER query in the Cardinal system for all
revenue beginning with 40%

i. Filter out any non-federal funds (Only include 10000 and 07040)

File  kdit  view  Favorntes lools  Help

V_GL_JRNL_INQ_BY_COA_LEDGER - GL COA Journal Query by Ledger

Business Unit |14000 |Q
Ledger ACTUALS Q

Fund (% for all) % Q
Program (% for all) |% Q
Account (% for all) |40% Q
Department (% for all) % Q
Cost Center (% for all) |% Q
Project (% for all) |% Q
Journal Date From 07012012 |3
Journal Date To |01242019] [
View Results
GL Elus_iness Ledger Fiscal Accou_nting Joumal Joumal  Joumal Date Jrnl Lit
Unit Year Period Source ID Date Posted Nbr

ii. Ifthe download is too large, you can narrow data field by running for a specific
fund or project.

c. Ensure the life to date amount coded by project and account in Cardinal agrees to the
“Payments” column in the Payment Management System.

i. Ifthere are any errors, prepare a journal voucher to correct the coding

d. Confirm the funds available are not negative and therefore the grant is not overspent.

8 of 10 01/24/2019
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DCJS Federal Reconciliation Process

Section 5: Grant Payment Reqguest System Reconciliation

Desk Procedures

a. Enter the Grant Payment Request System and view Active Award List

Show All v |entries Search:
Award Award Award Total Pending Hold Funds Awa_rd Award FFR
List Number ¥ Amount RO [ Amount Available = L (=
Requested Requests Date Date 425)
2018-YS-BX-0045 $869,508.00 §0.00 £0.00 $269,508.00 §0.00|10/01/2018  |09/30v2021  [12/3102018
2013-WF-AX-0056 §3,686,105.00 §0.00 §0.00 §0.00 $3,686,105.00/07/01/2018  |D6/30/2020 [12/31/2018
2018-V2-GX-0011 $85,366,380.00 £0.00 0.00| $55,266,335.00 £0.00|10/01/2017  |09/30v2021  |09V30/2018
2018-KF-AX-0042 $465,233.00 $0.00 $0.00 $0.00 $465,233.00)08/01/2018  |07/31/2020 |09/30/2018
2018-JX-FX-0016 §1,027,568.00 $0.00 $0.00 $0.00 §1,027,563.00 10/01/2018  |09/30/2022
2018-CD-BX-0037 §502,354.00 &0.00 §0.00 §502,354.00 §0.00|01/01/2019  |12/31/2019
2018-36-CX-K012 $150,556.00 §0.00 §0.00 £0.00 $150,556.0010/01/2018  |09/30/2020
201 7-WF-AX-0013 §3,596,406.00 §2,645,397 .61 £0.00 £0.00 §$951,008.39|07/01/2017  |D6/30/2019  |0H/30/2018
2017-VA-GX-0018 $47,315,341.00) $16.080,836.72 $0.00 50.00| $31,234,454 28 10/01/2016  |09/30/2020 |09/30/2018
2017-RT-BX-0040 $323,811.00 $0.00 $0.00 $323,5811.00 $0.00(10/01/2016  |09/30/2020 |09/30/2018
2017-RJ-BX-0033 547 670.00 50.00 §0.00 547,670.00 §0.00|10/01/2017  |0331/2019  |09/30/2018
2017-JF-FX-0018 §787,202.00 £0.00 £0.00 £0.00 §787,202.00(10/01/2017  |09/30/2020 |09/30/2018
2017-DS-BX-0003 $181,085.00 £0.00 £0.00 $181,085.00 £0.00|08/01/2017  |07/31/2019  |09/30/2018
2017-DG-BX-KD14 $496,667.00 £218,183.48 $0.00 $8,770.00 $269,713.52|10/01/2017  |09/30/2019  |09/30/2018
2017-CD-BX-0046 £200,223.00 341,423.31 $0.00 $0.00 §158,799.19)01/01/2018 123172018 |09/30/2018
2017-BJ-CX-KD24 §62,643.00 §62,643.00 §0.00 §0.00 §0.00|10/01/2017  |09/30y2018 |09/30/2018
2017-AR-BX-K012 $350,000.00 §1,089.22 £0.00 §7509,727.00 £30,183.78(10/01/2017  |09/30/2021  |09/30/2018
2016-WF-AX-0001 $3,640,750.00 £3,433,734.29 $0.00 $0.00 $207,015.71)07/01/2016  |06/30/2019  |09/30/2018
2016-VA-GX-0039 $56,993,066.00) $47.134,797.03 $0.00 $0.00 §9,858,268.97 [10/01/2015  |09/3072019 | 09/30/2018
2016-RT-BX-0043 $269,019.00 $15,199.04 $0.00 $0.00 $253,819.96|10/01/2015 |09/30/2019  |09/30/2018
2016-KF-AX-0031 $465,541.00 5402 469.70 £0.00 §0.00 §63,071.30|08/01/2016  |07/31/2019  |09/30/2018
2016-JF-FX-0038 §945,441.00 §105,907.54 £0.00 £0.00 §$830,533.4610/01/2016  |09/30/2019  |0H/30/2018
2016-DJ-Bx-0432 $3,3509,508.00 $3,350,806.00 $0.00 $0.00 $2.00(10/01/2015  |09/30/2019  |09/30/2018
2016-CD-BX-0045 £100,454.30 5100,454.30 $0.00 $109,457.20 $0.00(01/01/2017  |09/30/2018 |09/30/2018
2015-WF-AX-0018 $3,309,595.00 53,306 44535 $0.00 $0.00 $3,449.15|07/01/2015  |06/30/2019  |09/30/2018
2015-VF-GX-0014 §625,127.00 §351,205.88 £0.00 §$2387,856.96 §0.00|10/01/2014  |09/30v2018  |09/30/2018
2015-VA-GX-0043 $50,330,687.00| $50,325,321.80 §0.00 §5,305.20 £0.00|10/01/2014  |09/30/2018  |09/30/2018
2015-RT-BX-0022 $227,265.00 $30,971.60 $0.00 $0.00 $187,293.40|10/01/2014  |09/30/2019  |09/30/2018
2015-JF-FX-0012 §8658,373.00 5341,114.53 $0.00 $0.00 §527,258.47 |110/01/2015  |09/30/2019 | 09/30/2018
2015-DJ-BX-1062 $3,138,597.00 $3,138,595.00 $0.00 $2.00 $0.00(10/01/2014  |09/30/2019 |09/30/2018
2014-WF-AX-0035 $3,306,147.00 53,064,962.92 $0.00 $331,184.08 £0.00|07/01/2014  |D6/30V2018  |0D6/30/2018
2014-DJ-BX-0837 §$3,555,861.00 §3,555,859.00 $0.00 §2.00 £0.00|10/01/2013  |09/30/2018  |09/30/2018
9 of 10 01/24/2019
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DCJS Federal Reconciliation Process

b.

Desk Procedures

Run the V_GL_JRNL_INQ_BY_COA_LEDGER query in the Cardinal system for all
revenue beginning with 40%

Fllg  Edit  View  Favortes lools  Help

V_GL_JRNL_INQ_BY_COA_LEDGER - GL COA Journal Query by Ledger

Business Unit 14000 |
Ledger |[ACTUALS Q

Fund (% for all) |% Q
Program (% for all) |% Q
Account (% for all) |40% Q
Department (% for all) % Q
Cost Center (% for all) |% Q
Project (% for all) |% Q
Journal Date From |07012012 21
Journal Date To (01242019  |[3)
View Results
GL Busliness Ledger Fiscal Accoqnting Journal Journal Joumal Date Jrnl Lin
Unit Year Period Source 1D Date Posted Nbr

i.  Filter out any non-federal funds (Only include 10000 and 07040)
ii. Ifthe drawdown is too large, you can narrow data field by running for a specific
fund or project
Ensure the amount coded by project and account (life to date) agrees to the “Total
Funds Requested” in the Grant Payment Request System
i.  Ifthere are any errors, prepare a journal voucher to correct the coding

Confirm the Total Funds Requested do not exceed the Award Amount and therefore that
the grant is not overspent.

REVISION HISTORY

Updated By Revision & Reason Reviewed By Date

NSK

Created January 2019 M. Darden 01.29.19
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DCJS Drawdown Procedures
Flowchart

Releasing Sub-recipient Payments v

Payment requests are received from sub-
recipients via GMIS.1

\ 4

If the payment is coming from federal funds
and requires a drawdown, the payment
request should be entered by the Grants Unit
using the due date provided by Finance.

@ If the payment will be paid from

a source that does not require a
Any payments to be drawn must be keyed by federal drawdown (General,
4:00 on the scheduled date to be captured in Special, Trust Funds), the
the Due Date report. payment can be processed and
approved by the Grants Unit if

there is sufficient cash,
@ appropriation and allotment.

Finance will verify the information provided by
the Grants Unit, check accounts for funds
availability and prepare a drawdown each

week to cover the expenses.

o ,,

Once the funds have been received via EDI . .
. . Payment will be released to sub-recipients on
from the federal government, Finance will -_— .
the designated due date.
prepare a DC to record the funds

10f1 01/24/2019
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DCJS Drawdown Procedures
Desk Procedures

The Department of Criminal Justice Services (DCJS) prepares federal drawdowns for
reimbursement-based grants in Fund 10000. These reimbursements are based on actual
expenditures incurred by sub-recipients and administrative expenses. Funds are received via
electronic funds transfer from the U.S. Department of the Treasury and recorded in the Cardinal
accounting system.

A drawdown is the term used to describe the process when a recipient requests and receives money under
an award agreement.

Section 1: Sub-recipient Drawdown Process v/
1. The process of the drawdown for GMIS sub-recipient payments begins when a sub-
recipient requests reimbursement from DCJS
o Drawdowns are required for reimbursement based federal grants only.
e State, Special, and Trust Fund grants do not require a drawdown.

2. The Grants Unit keys the requests into Cardinal according to the schedule posted in the
Federal Grant Drawdown Calendar. In general, vouchers should be keyed by 4:00 pm
on Monday with a Friday due date.

The Grants Unit also keys requests into GMIS."
4. Drawdowns for sub-recipient payments will be prepared weekly according to the
schedule posted in the Federal Grant Drawdown Calendar.
¢ Finance captures the information keyed into Cardinal via the AP Payments
Awaiting Due Date report, verifies the data, and includes it in the draw.

w

Section 2: Finance Drawdown Process
Finance maintains a drawdown spreadsheet in the Management Reports Access drive
M:\Drawdowns. This spreadsheet is updated to reflect the key grant information, including
award number, project code, CFDA, award period, and budget. The Over/Underdraw column
indicates when expenditures need to be drawn for by calculating the difference between
lifetime-to-date revenue and lifetime-to-date expenditures within each project code.

1. Trial Balance Report
a. Download the Trial Balance Report

i. Log on to Cardinal using the assigned Cardinal Username and Password.
ii. Cardinal Applications Finance (FIN) > Main Menu > General Ledger >
General Reports > Cardinal Trial Balance Report
iii. Search > Run > Type Web > Format CSV > OK
iv. Process Monitor > Refresh > Details > View Log/Trace > File List

vigr001.csv Save file
b. Create the following PivotTables to analyze the Trial Balance data

T GMIS will be replaced by OGMS through a phased implementation beginning in February 2021.

10f17 01/24/2019
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DCJS Drawdown Procedures

c. Drill Down Expenditure Data
i.
ii.

Cardinal Cash

1. 7 Filters
2. lll Columns
3. £ Rows
4. Y Values
Expenditures
1. 7 Filters
2. lll Columns
3. £ Rows
4. > Values
Pass Thru
1. 7 Filters
2. lll Columns
3. £ Rows
4. % Values
Revenue
1. 7 Filters
2. lll Columns
3. = Rows
4. % Values

Desk Procedures

Fund Code - 10000, Account - 101010

Project
Sum of Ending Balance

Fund Code - 10000, Account - 5*

Project
Sum of Ending Balance

Fund Code - 10000, Account - 6*

Project
Sum of Ending Balance

Fund Code - 10000, Account - 4*

Project
Sum of Ending Balance

20f 17 01/24/2019
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DCJS Drawdown Procedures

Desk Procedures

PivotTable Fields v X

Choose fields to add to report: A

Search 2

Iterns
Column
Period 0
Period 1
Period 2

Period 3

MORE TABLES...

Drag fields between areas below:

FILTERS COLUMNS

ROWS VALUES

Defer Layout Update

Pending expenditures may be added to the drawdown based on the GMIS Federal
Drawdown Schedule provided by the grants division.

Once the expenditures amounts are entered, the revenue figures (life to date) must also
be updated. Run a download of all revenues for life to date. You may need to narrow
the search by inserting the project number. Insert the totals in the Cardinal Revenue
column.

If the expenditures match the total cash on hand then you can proceed to draw. Only
draw for accounts which are negative such as the following:

There are check figures to ensure that the draw amount will not be leaving you with cash
on hand or over budget. Check all of these figures prior to drawing. If the cash check is
positive or the budget check is negative, stop drawing.

The draw then goes to the Chief Financial Officer for approval prior to drawing. Once
approved you must draw from either GPRS or PMS.

Section 3: Drawing from ASAP

Log on to the U.S. Department of the Treasury Automated Standard Application for
Payments (ASAP) using the assigned User ID and Password. Click Logon and
Accept.

3of 17 01/24/2019
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DCJS Drawdown Procedures

Desk Procedures

£¥ ASAP.gov Login x

€ > C & asap.gov/ASAPpublic/login.fcc?SMQUERYDATA=-SM-UNLhVFLBEb87hmgDOTxPIQmXfwjRVeN... € ¥

'QOV

ASAP

smercens orcce: Acscaton o haymarn

Automated Standard Application for
Fayments - on the Web

Log On to ASAF.gov
By logging in with PIV, SecurlD, or User ID/Password, you have read, understand, and agree to abide by the Rules of Behavior.

User ID : | ]
Password : |

Forgot UserlD  Forgot Password  Having Treuble Logging On?

WARNING WARNING WARNING

Y¥ou have accessed a 1.5 Government information system, which includes (1) this computer. {2) this network. (3) all computers connected to this network, and (4)
all devices and storage media attached to this network or to a computer on this network. U.5. Government information systems are provided for the processing of
official U.5. Government information only. Unzauthorized or improper use of this information system is prohibited and may subject you to disciplinary action, as well
s civil and criminal penalties. All data an us systems is owned by the U S. Government and may, for the purpose of protecting

the rights and property of the L5, tored, . recarded, read, searched, r.opled or captured in any manner and disclosed or used for

any lawful government purpose at any time. TH ERE 15 NO RIGHT TO PRI\!‘.RCY IN THIS 5¥ STEM. System personnel may give to law enforcement officials any
potential evidence of crime found on U 5. Government information systems_USE OF THIS 5Y STEM BY ANY USER. AUTHORIZED OR UNAUTHORIZED,
CONSTITUTES YOUR UNDERSTA NDING AND CONSENT TO THIS MONITORING, INTERCEPTION, RECORDING, REACING, COPYING, OR CAPTURING AND
DISCLOSURE.

U.S. Department of the Treasury
° Financial Management Service

*gov

A

oo SO Aok t Srpmen

Automated Standard Application for Payments - on the Web

WARNING:

You are accessing a government information system that contains
Sensitive but Unclassified information. You should treat any
information removed from this system, either in digital or print
format, in accordance with your agency's or organization's policies
relating to the protection and handling of Sensitive but Unclassified
(SBU) information.

LU= and wish to continue to ASAP.gov

and wish to log out of ASAP.gov

[ )
2. Hover over the Payment Requests menu and select Initiate Payment Requests (PR).

In the Select a Bank Relationship drop down, select the account ending in 0002. In order

to request a wire with one line item per grant, select Individual in the Payment Request

drop down and ACH in the Payment Method drop down. Requested Settlement Date
Select Continue.

4 of 17 01/24/2019
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Desk Procedures
*gov Elizabeth Gindhart
ASAP
Reports Inquiries Help Log Off
Initiste Payment Requests (FR)
Modify Payment i ]
PR et waiting review
Modify Tempiate
Return ACH Faymant
Broadcast Messages
= Anew list of upcoming webinars has just been published. To register for this
free training visit www fiscal treasury.gov/asap
» Aftention Department of Justice recipients: At the end of each month, DOJ
will temporarily suspend all open ASAF accounts in order o meet the
[ ) federal financial statement reporting requirements of the Office of
Step 1 of 4 Step 1 of 4
Retrieve Accounts Retrieve Accounts
Select a Bank Relationship {—Select- __ w| Select a Bank Relationship :[061000104 0002 v

—Select-

0610001040002
Select a Template :[—5€lEC— V|

Or

Selecta Template :

And

Specify Payment Information

And

Specify Payment Information

* Payment Request Type :[—Select- v |
* Payment Method :[—Select- |

* Requested Settlement Date :

Requestor Reference Number :

* Payment Request Type :
* Payment Method :
* Requested Settlement Date :

Regquestor Reference Number :

Step 1 of 4
Retrieve Accounts

Select a Bank Relationship ;| 061000104******=**0002 »

Or

Select a Template :

And

Specify Payment Information

= Payment Request Type :|Individual »

= Payment Method :

ACH
FEDWIRE

* Requested Settlement Date :

Requestor Reference Number :

50f 17
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DCJS Drawdown Procedures

Desk Procedures

Step 1 of 4
Retrieve Accounts

& asap.gov/ASAPGow/?Screen=Calen.. &

Select a Bank Relationship 0610001040002 v (=< 2020 [ J

or [Jan [ Feb [ Mar [ Apr [ May [ Jun |
Select a Template : IE-IEHE-@

Sun Mon Tue Wed Thr Fri
i 2 2 4 i
And 8 7 8 9 10 1 1
13 14 15 16 17 18 19
20 21 23 24 25 28
Specify Payment Information 2f 28 29 30 3N

* Payment Request Type :[Individual v

* Payment Method :[ACH ___ +|
* Requested Settlement Date : D D |:|

Requestor Reference Number : |

Help for this
Step

& > C & asap.gov/ASAPGov/?Screen=ASAPGOVMenu&Button_InitiateRegularPaymentRequestPayment... & ¥r

BUILD: 2020.11.20{31.1.10) | CLONE: (ASAPGov_Cluster_Clone2) | Current Cycle Date: 12/22/202

*gov Elizabeth Gindhart
IW Working For 1110084
o o e e

Home  (Enrollments [ PaYMent [ Fgency
Requests | Functions

Reports | Inquiries Help Log Off

Step 1 of 4
Retrieve Accounts
Select a Bank Relati hip : 061000104 0002
or

Select a Template :

And

Specify Payment Information
* Payment Request Type :| Individual »
* Payment Method :[ACH v |

* Requested Settlement Date:[ 12 |/[232 s I:|
Requestor Reference Number :

3. Select Continue. If only one grant is included in the drawdown, enter the Account ID
and select Continue.

6 of 17 01/24/2019



AMIN,
< (o5 4(/0

I

DCJS Drawdown Procedures

5

RTME,
Ola N,

) 7o
5 \*
73 O

Desk Procedures

g Initiate Payment Requests x

&« = C B asap.gov/ASAPGov/ aQ 'lfl’_'\
BUILD: 2020.11.20{31.1.10) | CLONE: (ASAPGov_Cluster_Clone2) | Current Cycle Date: 12/221202(
gov Elizabeth Gindhart
l Working For 1110084

e

Home  (Enroliments :a\"““' Agency

epo a p 6g O
equesis Sunclions Reports Inquiries Help Log Off

Initiate Payment Requests (PR

Step 1 of 4 (Continued)
Retrieve Accounts

Enter one or more of the following

Recipient ID : 1110034
ALC / Region : 15040001
Account ID {or partial) :|

4. Drawdown Requestor Reference Number [Drawdown Sheet Column] Amount
Requested [Drawdown Sheet Column]. Select Continue.

7 of 17 01/24/2019
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g Initiate Payment Requests x

« - C B asap.gov/ASAPGov/ Q T
BUILD: 2020.11.20(31.1.10) | CLONE: (ASAPGov_Cluster_Clone2) | Current Cycle Date: 1212212020 .

gov Elizabeth Gindhart
' Working For 1110084

e

Home |Enrollments | Fayment Agency
Req

g p og O
uests Fu " Reporns Inquiries Help Log Off

nitiate Payment Requests (PR

Step 2 of 4
Enter Payment Transactions
Display Selection Criteria

Payment Request Type : Individual
Payment Method : ACH
Bank Relationship : 061000104=======0002
Requested Settlement Date : 12/23/2020

Your criteria matched 29 account(s)

Recipient : CRIMINAL JUSTICE VIRGINIA DEPA {1110084)
Federal Agency : DEPARTMENT OF JUSTICE (15040001)
Cash on Hand : § | holal : $| |

Account ID A;;';'J‘;“ Requestor Ref Numb Balance Amount Requested “""'Da'rz"""’
20160.BX0482 Open [ ] $2.008| | B
2016JFFX0036 Open ] §433,526.635 | | B
2016RTBX0043 open ] $34,518.735 | | B
2017ARBXK012 Open [ ] $9,248.205 |
2017080082 Open [ ] $1.008| | B
201TUFEX001 Open | $651.281.935| | &
2017KFAX0032 open ] 5118865 | B 3

8 of 17 01/24/2019
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Your criteria matched 29 account(s)

Recipient : CRIMINAL JUSTICE VIRGINIA DEPA (1110084)

Federal Agency : DEPARTMENT OF JUSTICE {15040001)

Cash on Hand : $|

[rotal : §[52¢5,514. 96 |

Account ID
2020VDEX0141
2020.J2BX0042
2020CDBX0042
2019WFAX0032
201 9WEAXOO0T
2019V2GX0054
2019RJBX0013
2019KFAX0052
2019 2BX0058
2019ELBX0003
2019CDBX0049
201986CXK005
2018 SBX0045
2018WFAXO056
2018V2GX0011
2018KFAX0D042
2018JXFX0016
2018 2BX0020
201286CXK012
2017TWFAX0013

Ascg?;:t Req) Refi Numb i Balance Amount Requested Relraﬁnce
S sra0s |
Open ] §720,105.00 | |
o [ sot0s |
open ] §1,445,430.725 | |
Open $803,312.67§[773.45 |
Open ] $57,815,812.008 |
A fotos |
Open $336,765.045|32¢.51 |
Open ] §704,603.00§ | |
Liquidated | | §272,863.528 | |
Open ] $405,495.385 | |
S soms |
Open ] 5290,903.96§ |
Open ] §522,490.53§ |
Open 18 voca §34,500,004,31§[ 525, 345.00 |
A sanms |
Open [ ] 5978,060.28§ | |
Open ] $639,064.83 § |
Open [ ] §37,688.055 | |
Open $26,467.185| |

Pages: 12

axd

5. Review Payment Transactions Select Submit.

Step Jof 4

Review Payment Transactions

Payment Request Type :Individual
Payment Method : ACH
Bank Relationship : 061000104=======){(2

Requested Settlement Date : 12/23/2020

Recipient : CRIMINAL JUSTICE VIRGINIA DEPA (1110084)

Federal Agency : DEPARTMENT OF JUSTICE {15040001)

(Cash on Hand : § | [rotar : s[52¢, 514 06

R;;w Account ID A;cﬂc;l:t Requestor Reference il Balance Amount Requested RerBﬂm;:nce
2019WEAX0007 Open [18 e | 5803,312.67 5[ 77 |
2010KFAX0052 Open [1¢ sas2 | §336,765.04 §[396.51 |
2018V2GX0011 Open 18 voCR $34,509,094.315[525, 345.00 |

N N
)
6. Payment Transaction Confirmation Printer Friendly, save file.
9 of 17 01/24/2019
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Step 4 of 4
Payment Transaction Confirmation

Payment Request Sequence Number : 12-22-2020 68172395

Payment Request Type : Individual
Payment Method : ACH
Bank Relationship : 061000104===*==*=0002
Requested Settlement Date :12/23/2020
Requested Date and Time : 12/22/2020:16:06

Total Items : 3
Recipient : CRIMINAL JUSTICE VIRGINIA DEPA (1110034)
Federal Agency : DEPARTMENT OF JUSTICE {15040001)
iCash on Hand : ITotaI : §526,514.96
Seq#/ Account  Requestor Reference - Remittance  Payment
ltem # Account ID Status Number Available Balance Amount Requested Data Request Status
Gueued to be
000031 2019WEAXD00T Open 19I1CJR $202,539.22 §773.45 sent to ACH
Queued to be
000021 2019KFAX0052 Open 19 SASP $336,368.53 $396.51 sent to ACH
Gueued to be
000011 2018V2GX0011 Open 18 VOCA £33,083,749.31 $525,345.00 sent to ACH

To help make ferms, reports, inquiries and other documents easier to read, the ASAP.gov application offers them in PDF format. To view or
print these documents, please download the free Adobe Acrobat reader by clicking on the following link.
http:/access.adobe.com

[ )
7. NOTE: Do not resize or minimize the browser window during the Payment Request
process, doing so will result in any unsaved data being erased.

#' |nitiate Payment Requests x

<« 2 X 8 asap.gov/ASAPGov/ e ¥ i

WWW.asap.gov says

Invalid Navigation Detected - Select OK to Be Redirected to

Current Page

10 of 17 01/24/2019
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a. Login to Grant Payment Request System and enter username and password
b. Go to Create Payment Request

c. Choose the Award you want to draw for from the dropdown list

d. Confirm the award amount and award number then enter the expense dates and the
requested payment amount

Agree to the terms and hit “| Agree, Submit”

o

Section 4: Drawing from the Payment Management System

a. Login to the Payment Management System and Enter Username and Password
(. U.S. Department of Health & Human Services

Payment Management System
) Program Support Center

About Us Find PMS Liaison Accountant Grant Recipients Awarding Agencies ~ Training ~ Support ~

Secure PMS Login

Welcome.. . o ot
- EEE=.

Payment Management Syste! M a one-stop shop for grant payments. [FEE Al Enter Password .
PSC is committed to imp e quality of our solutions to better serve ouf'? ™~

. W | agree to the Govemment terms of use
& Login
=

Learn More About Us » - ik

4 \ o B Reset Password | Operating Hours | Request Access

b. Click on the “Payment” Tab and Choose “Request for Payment”

11 0of 17 01/24/2019
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Inquiry
Payment

Disbursement

Account Maintenance

Inquiry

Payment

1
i |||||
3
%
=
|

Payment File Processing

Disbursement

Account Maintenance

c. Enter the Account Number (For CJA Grants the current account number is 8E54P) and
Click Account

Request for Payment

Account Number: |8E54F’| || Lookup1 |

| Account || Clear || Cancel |

d. Confirm or Enter the Person Requesting Funds Field and the Payment Details
a. Payment Due Date (Expected Day of Funds Receipt — cannot be a federal
holiday or a weekend)
b. Expected Disbursement Amount (Amount of Draw)
c. Cash on Hand (Always $0)

12 of 17 01/24/2019
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d. Payment Request Amount (Amount of Draw)
e. Click Continue

Request for Payment

Person Requesting Funds Payment Details
First Name ~ : Nichole Payment Due Date™: 01/31/2019 ] &
Last Name * : |Kral Expected Disbursement
Middle Initial : /S Amount § *: T,
Phone No. *:[s04  |-[7a6 |- 2309 Cash on Hand $: 1 ==
&

E-Mail Address : nichole krol@dcjs.virginia.gov Payment Request Amoup!‘.

500.00

Account Details

Account Number: BE54P
DUNS: 196345211

¢ Check here if information shown 1s correct; otherwise please update.

ﬂ | Continue || Clear || Cancel |

e. Choose the SubAccount(s) you are drawing from my selecting the checkbox and click
the SubAmount button

Account Review Sub Account(s)

Account Number; 8£54P
DUNS: 198346211 -
Name: Nichole S Krol
Phone No; (304)766-2309 Ext ﬂ
E-Mail Address: nichole krol@dcjs virginia.gov

Payment Due Date: 01/31/2019

Payment Request
Amount $: $300.00

Clats | Clatg | Clair | Clatg

SubAmount || Cancel

f.  Enter the amount requested by account and click Request Payment

13 of 17 01/24/2019
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DCJS Drawdown Procedures

Desk Procedures

Request for Payment

Account Review

Account Number: 8E54P
DUNS: 198348211 -
Name: Nichole S Krol
Phone No: (804)786-2309 Ext:
E-Mail Address: nichole krol@dcjs virginia gov
Payment Due Date: 01/31/2019

Payment Request
Amount $: $500.00

Subaccount Bank Account Unexpired Funds (A) Expired Funds (B) In-Transit Payments (C) Total Funds (A+B-C) Subacct Amt Requested $
CIAlG sezzsremzmeazzz (0] $49 85323 $0.00 $0.00 §49.85323

| Request Payment || GOTO Subacct || Cancel |

Section 5: Recording ACH Payments

a. Once you have drawn the funds from either GPRS or PMS, hold the back up until you

receive a SunTrust ACH Notice. This notifies you that the funds are in the bank and
must be recorded with a DC voucher.

14 of 17 01/24/2019
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SUNTRUST BANK
EDI SERVICES
REMITTANCE,/PAYMENT ADVICE

JANUARY 23, 2019
DEFT OF CRIMINAL JUSTICE 3VS.
ATTN: SUE TOVEY

202 WORTH 9TH STREET
RICHMOND, WA. 23219-3424

CREDIT: $54,525.37
EFFECTIVE DATE: 01/23/2019

INPUT FOBRMAT: ACHCCD+

CEREDIT PARTY DEEIT PARTY
ROUTING ID: 061000104
DEMAND ACCT: 00201141795140002

ROUTING ID:
ACCT:
COMEBANY ID:

TEACE NUMBER: 101036150054520

VIRGINIA DEFT. QOF CRIM

RECEIVER:

Desk Procedures

101036151

3101036151

MUTUALLY DEFINED: 550B52528150400

ORIGINATOR: DoJg

|

NBR) and the amount is correct.

b. Verify the draw has been drawn from the correct account (located under Seller’s Invoice

Once you have verified the information prepare a DC to be keyed into cardinal. Federal
Grant Receivables use a 4140**** series DC number which is assigned sequentially

The DC goes to the Chief Financial Officer for Approval

15 of 17
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Section 6: Releasing Sub-recipient Payments v/

Payment requests are received from sub-
recipients via GMIS.1

\ 4

If the payment is coming from federal funds
and requires a drawdown, the payment
request should be entered by the Grants Unit
using the due date provided by Finance.

@ If the payment will be paid from

a source that does not require a
Any payments to be drawn must be keyed by federal drawdown (General,
4:00 on the scheduled date to be captured in Special, Trust Funds), the
the Due Date report. payment can be processed and
approved by the Grants Unit if

there is sufficient cash,
@ appropriation and allotment.

Finance will verify the information provided by
the Grants Unit, check accounts for funds
availability and prepare a drawdown each

week to cover the expenses.

o ,,

Once the funds have been received via EDI
from the federal government, Finance will —_—)
prepare a DC to record the funds

Payment will be released to sub-recipients on
the designated due date.

16 of 17 01/24/2019
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REVISION HISTORY

Updated By Revision & Reason Reviewed By Date
NSK Created January 2019 M. Darden
NSK Revised 2/10/19
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Desk Procedures

Teleworking Voucher Approval Process

A. Vouchers submitted in GMIS through Access

l.
2.

Voucher requests submitted through GMIS will be approved in Access.
Once a batch of vouchers are approved, it will be saved as PDF files in the
folder titled “Batches.” There are three (3) files that will be saved with each
batch.
a. Batch Header saved with this name format:
i. 20 BATCHESH###+rptVoucherBatchHeaderEFile
b. Subprocessing File saved with this name format:
i. 20 BATCHESH###+rptVoucherSubProcessingEFile
c. Request for Funds saved with this name format:
i. 20 BATCHES+H###+rptRequestForFundsEFile
Once files are saved in “Batches” folder, the approver will combine the
Subprocessing File and Request For Funds into one pdf. The pdf will then be
ordered so that the two files relating to each voucher are together. (ie
SubprocessingVoucherl,RequestForFundsVoucherl,SubprocessingVoucher2,
RequestForFundsVoucher2)
After the combined file is organized, it will be sent to the Grant Fiscal Monitor
to have each subgrantee’s supplier ID number and preferred address added to
each request for payment. These numbers will be added via text box to the first
page of each voucher.
After adding supplier ID and address information, the Grant Fiscal Monitor
(GFM) will send the voucher file to Grant Fiscal Technician (GFT) to be
entered into Cardinal.
The GFT enter each voucher will print to PDF or screen print the Cardinal
voucher entry sheet save by batch number and voucher number in the Cardinal
voucher entry sheet folder (#2).
The GFT will fill out and print to PDF the Voucher Cover Page saved by batch
number and voucher number in the Voucher Cover Page folder (#3). If you are
unable to covert the Excel Cover Sheet into a PDF just save it as an excel
document.
Vouchers will be approved by an authorized employee (Albert, Bill or Will)
that did not approve the vouchers in GMIS. The approval page will be saved as
a PDF in a folder named “Approvals.”
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9.

Desk Procedures

Grant Fiscal Monitor will add Voucher Cover Page, Cardinal Entry Page, and
Approval Page to the Vouchers PDF and save the PDF into the “Completed
Vouchers” folder. The Grant Fiscal Monitor will add the Batch Header to the
front of the complete Voucher PDF. The PDF will be saved as the batch
number followed by the Voucher numbers in parentheses. (ie Batch ###
(HHHHIHI - HHRHIHE))

10. Additional Thoughts

a. Signature on Voucher Cover Sheet. For documents requiring
signatures, please type your name and add /s/.

b. Signature on Batch Header Sheet (and Initials/Batch Numbers). For
documents requiring signatures, please type your name and add /s/.

B. Vouchers using Voucher Transmittal Form (monthly and individual vouchers).

1.

Voucher Transmittal Form will be prepared by Grant Fiscal Monitor or Grants
Compliance Supervisor. Voucher Transmittal Form will be saved in the
Voucher Transmittal Form folder on the shared drive as a PDF file. This PDF
file will consist of the Cover sheet and Voucher Summary Distribution page.
The Grant Fiscal Monitor or Grants Compliance Supervisor will add the
Voucher to the Voucher Log spreadsheet and send the Voucher Transmittal
Form PDF to the Grant Fiscal Technician.

Grant Fiscal Technician Receives enters information and coding found on
Voucher Summary Distribution page. Grant Fiscal Technician will then save
Cardinal Entry Page

An authorized employee different than the employee who created the Voucher
Transmittal Form will approve the voucher in Cardinal. After approving, the
employee will save the Approval page as a PDF File in the “Approvals”
folder.

The Grant Fiscal Monitor will attach the Cardinal Entry Page and the
Approval Page to the Voucher Transmittal PDF and Save the complete
Voucher Transmittal Form in the “Completed” Folder.

20f2 03/30/2020
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Overview

Welcome to JustGrants!

JustGrants is the Department of Justice’s (DOJ)
new web-based, streamlined grants
management software.

JustGrants provides applicants and grantees tremendous transparency
and an improved user experience throughout the entire process of
grants management. JustGrants offers applicants and grantees:

Efficient processes that allow for tracking progress and entering
data directly;

Improved data accuracy and access to that data through data
validation and reporting tools;

Organizational profiles with increased visibility for applicant and
grantee organizations into all their grants and applications across
DOJ;

Enhanced availability and automation of electronic forms, reducing
the need for uploading attachments and manual data entry; and

Integration with SAM.gov and Grants.gov to maintain consistent
entity information and to reduce duplicative data entry.

improve over time. DOJ will continue to enhance the

JustGrants is your tool for a//grants management work.
v Plus, this software is a living product that will evolve and

software’s functionality and expand benefits for all users.
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Overview (Continued)

This Job Aid Reference Guide will help you navigate the software as
you move through JustGrants grants management functions, including:

* Feature overviews;
e Step-by-step instructions;
9, * Infographics;

* Glossary terms; and
* New feature summaries.

This guide is part of a larger training resource library
that includes self-guided elLearning videos and
infographics. All training resources are accessible on
the JustGrants Training & Resources page.

IMPORTANT

During the initial release of JustGrants, please be aware:

* The system does not “auto save” your work.

* You will see a warning message after 10 minutes of
inactivity (per security requirements).

* You will be automatically logged out if you are
inactive for 15 minutes (per security requirements).

* Unsaved work will not be saved at logout.

‘ ‘ ‘ ‘ ‘ Submitting Financial Reports Reference Guide | 5
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JustGrants Initial Release

JustGrants is brand-new system software. What you will
be using is the initial release. Using this version,
you will have everything you need to:

* Apply for funding;
* Accept or decline awards; and
* Manage awards.

JustGrants is a work in progress as the
developers build out features and respond to
user feedback. If you want to visualize this, think
of JustGrants as a house you are building. You
start with the basics: walls; roof; and a door. The
building is livable.

Every so often, you add new features like an extra bathroom, a front
porch, or a deck. After all major elements are in place, you can continue
to personalize and modify to make it ideal. JustGrants is built similarly—
access now with finishing touches as we go along using it.

Despite this continued development, the initial
release of JustGrants is already a better experience
than the previous software. JustGrants was
developed specifically to improve upon the existing
system software.

All aspects of grant management have been
integrated into this new, single system, allowing you
to enter information into an application, access it,
accept your grant package, manage your funded
award, and complete your Closeout activities.

‘ ‘ ‘ ‘ ‘ Submitting Financial Reporis Reference Guide | 6
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Submitting Financial Reports Overview

You are now at the stage in the process where
your entity will need to submit Federal Financial
Reports (FFR). JustGrants will help you all along
the way.

In JustGrants, an FFR is submitted by a Financial Manager. FFRs
may be submitted 10 calendar days or less from a reporting
period end date until the due date. Once the due date passes, a
delinquent report will continue to be able to be submitted by a
Financial Manager.

A Financial Manager also has privileges to edit and resubmit
FFRs. The most recent Quarterly FFR can be reopened and
resubmitted if the due date has not passed. Similarly, a Final FFR
can be reopened and resubmitted up to 90 days after the project
period end date.

You must contact your awarding office to reopen and resubmit a
final FFR beyond 91 days after the award end date. Funds are
frozen one day after the due date if the report is not submitted.
Funds are released once the delinquent FFR is submitted.

FFR reporting quarterly periods and due dates are on

the following page.

‘ ‘ ‘ ‘ ‘ Submitting Financial Reports Reference Guide | 8



Important Dates:
FINANCIAL REPORTS

Date range reported
for the Federal
Financial Report (FFR)

Jan. 1 - Mar. 31

April 1 - June 30

July 1 - Sept. 30

Oct. 1 - Dec. 31

Date the funds are
Date the FFR is due frozen if the FFR is not

for submission submitted

October 30 October 31

January 30 January 31

Submitting Final Reports Reference Guide | 9



Key Takeaways

* Financial Managers may submit FFRs 10 calendar days or
less from the reporting period end date until the due date.
Once the due date passes, Financial Managers will continue
to be able to submit a delinquent report.

 To enforce FFR compliance, JustGrants will collect the FFR
and communicate with the ASAP account and will lock out a
grantee if they have a delinquent submission.

 (@Grantees can reopen and revise submitted reports prior to
the due date.

 Web-based FFRs in JustGrants is modeled after the
structure of the OMB Standard Form 425 (SF-425).

‘ ‘ ‘ ‘ ‘ Submitting Financial Reports Reference Guide | 10
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Federal Financial Reports

Validations

Line
Number

Federal Share of
106 Expenditures

Federal Share of

10f Unliquidated

Obligations

10h Unobligated Balance
of Federal Funds

Description

10 Recipient Share of
_I Expenditures
Unexpended
100 Program Income
11 Period To (Indirect
C Cost Rate)

111: Federal Share
(Indirect Cost Rate)

Validation
If less than the previous reporting

period, the user must enter a
response in Block 12.

For final reports, this cannot be
greater than zero.

This cannot be negative.

If less than the previous reporting
period, the user must enter a
response in Block 12.

This cannot be negative.

Date must be before 11c Period From
(Indirect Cost Rate).

Must be equal or less than 11e,
Amount Charged (Indirect Cost Rate)

1 1f Federal Share
(Indirect Cost Rate)

This cannot be negative.

Submitting Financial Reports Reference Guide | 11



Submitting Financial Reports Steps 1 -3

My Worklist

_ P

STICE SRANTS 5

@ Home Welcome EXT Financial Manager
& Endity Profike
o Alefte (1)
# Endity Users
7 WARNING: System Under Construction 815620 227 P
{2 Enfity Documents
ications.
My Warkli
3 Awards
Seeuis
IE Manitaring
Case 1D DeteDpe  lhigency Case Type Case Stalus Last Updatad
m Federal Fams
F3aos  ameaw 2 sl Fnmsie Repol
il — Federal ol Fep ot
1201 Federal Financial Reps orl
Huand
AT Loty Document Fi
F-5003 Feederal Financial Fizpon
€9 Cay! Gaanl Aves
F Funded A
Privacy Pallcy
Recents
unded &
undad Saard
fusim

FFRs assigned to you appear in My Worklist.

1) Navigate to the Home link on the left-hand side
2) Go to your Task List
3) Open the FFR you want to edit/submit.

—©
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Submitting Financial Reports Steps 4 - 5

Open FFR

® 2ushuanss 10 @
JUBTIEE GRANTS SYSTEW
~ [ —— -
-LJ Federal Financial Report == felnm
iy Entity Profils
Entity Usars 1. ReciplantInfo 2 Fepost Infonmatior 3. Ramarks & Cantification
Entity Documents
Applications  1.Federal Agency and Organizational Element to Which Report is ULE, Desarent of Juslice
Submitted:
0 Awards Federal Agency and Organizationsl Element lo Which Report is Submitted
- &.Federal Grant Or Other identi h‘ ng number: 1
& This is the grani number assigned to the award for this program
B (Mame ang plete address i @ Lip code)

This is tha crganization nama and complats addness of the rcipisnt arganization

Recipient Organization Mame: Sample Digarizalion
Streat 1: 123 First Streel
Strest 2:
City: Friscn County: Callin
Stote: ™ Province: Tast Provinca
cy Polic
Country: usa ZIP [ Postal Coda: 12345
Recents
Funed Award
- 42 DUNS Number 1234DUN
Thika i the Dista Universal Nurbering Syatem Numbsr [DUNS) sssigned o the ecipisnt
Funded Award arganization
Parfomanca Rep - 4b, EIN SHTEEIN
i

This is tha Empleyar Idantificaticn Humbar (E1N) of the racipiant arsarization

fumy's P Demo for Sofidiat
Active Award p \
[ Coameal St
htt e/ stage-grants ojp Lackop.gav/ proselymiul_SNI2BurLithSKaCilent S 1A pcOP THIKpsnCMWS 26 1S TANDARE pfiost Data = 108953001 e - 1

The first page is prepopulated from the award document.

4)  Once the FFR opens, the Recipient Information appears.

5) Select Continue to move to the next screen.

Note: The data on this page is prepopulated from the award document
and the entity profile

= =0
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Submitting Financial Reports Step 6 - 7

Report Information

o

Fuuraias Auwaed (FARHI)

Han —== Ackors ~ }
0 Fo Federal Financlal Report (FFR-11) EZI ( actom - )
il Entity Profiie =
# Entity Usar 1. Redipient knfo 2. Report Infarmation % Remarks £ Carifcation

" Entity Documenis

o Applicasions b Bcipion Accourd Sumber
Entes the account nursber or ary céhar ider¥ying rumbar assigned by the recicrt fo the
B Awards award. This numbsr iz for e racipient's usa only and s not requirsd.
) ) “ 6. Repon Type
H Monkaring ‘A final repart shall be submitte< within 50 days sher tha grant period end dale. Final 0 Quarerly
B Feterl o ~+ 7. Rusia O Aceounting Cash 0 Accoual

Specily whether a cash or &ccrual Dasis was used Tor recording ransactions relaled 1o the
award and for praparing this rapert Accrual hask of accounting rafars bo the accounting
method in which sxpenses are recorded when incurad. For cash basis accounting.
expenses. are recarded when they are paid

e B PunjectGeant Period Frem
Enler lhe prejectigrant pariod {start and end dale). This should encempass B Leginning
date of the ariginal award and ths latest ending date under the award numbar

~ 8. Aeporang Feriod Frem T
Enter the start and end date of the reporting pericd. Federal Finandal Reports vl be
submitted an & quartesty basis. A fnal FFR shall ba submitted 21 the compietion of the.
i ay L The felloving i s shall be used for quaslerdy reperls -

October 1 - Diacamber 31 {due by Jarwarg 203 - January 1 - March 21 (dus by Aped 30) -
Apil 1= June 30 (due by July 30) + July 1 - Seglember 30 {dws by October 30) Quartery
raports shall he submittad no later than 30 days after the and cf aach reparting parind
Finsl reports shal be submitled no kzer than 50 days afier the projact or grant pered snd
date:

Faivacy Pofcy 10.Transactions:
Recents See
Cummulalive
Funced Award
B Federal Cash:
Funded Award

~ 14a.Cash Receipts
[ not enter any Information In this feld. COPS, OUR, and OV do not require & Grantes 10 rapart this Information

Performanca Rapart
PR

A Demao for Salicital
Active Funded Award e \ I, Y

Enter information in the fields.

6) The Report Information screen contains several required fields.
a) Enter the Recipient Account Number.
b) Select the Report Type.
c) Select the Basis of Accounting.

7)  Scroll down to the Transactions section.

) —o—0-0)
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Submitting Financial Reports Step 8

SRANTS S¥ETEW

Furaied v (FAR-S]

Federal Financial Report [775-11) B

. Transactions:
8 Cummulative

- wdaral Cash:

Al Fiederal share of expenditures © | s10.00
Enter he cumulative amounl of federsl fund expenditures.

- 08 Fedaral Share of Lnkguidated Obligations 0.00
(Entar the cumulative amount for the federal share of unbquidated obligatons. On & cesh basis, unligui

o Al Cash Riceipts
(Do ol enber arry infcamation in Lhis field. SOPS, OJF, and OV do not reguine 8 Granbee to reporl tis information.

o 40B. Caah Disbraimasis
Do ot anbar arvy Information in this flald. COPS, OUR, and OVW do not reguire 3 Grantss to report tis Information

“+ 10c. Cash om Hand fline a mings bj
Do ot antar ary Information In this flald. CORS. OJR and AW do not reguire 8 Grantsa to report this Informstion

T E T SR i GrOO e saee

= 10, Total Federal funds authorized
The total Fedaral funds autharized as of tha reparting period end date

$10.00

ey

Seeal

incurrad but nat yet paid They includs direct and inditect expenses incurred bt nol yet paid ar charged 1o tha avward, including amcunts
4w to subraciplents or conbractors. On an accrusl basls, the oblgations are Incurmed, bt the expandiures hava not yet been recorded.
On the final repert. for sither cash or acerual basis, I}n Line slwnldbeum(l?} D ol include arry amount in Line 101 thal have been
rapartad in Ling 10E Inciude the unliquidated bl that wil be. of by tha and of tha recct quaniar. To nat incuds any amount
i Ling 101 for & fubure commitment of funds (such a5 & long-term contract) e which an chligation or expense wil not be incurred by e
and of tha naxt quartar

“ 10g. Total Federal share (sum of lines & and i
The sum of Lines 108 and 10f.

~ 10h. Unobligated balance of Federal Funds {line d minus )
B The amaunt of Line 10d minus Line 10g

Reciplant Share:

for Solicitat

“* 104, Total recipient share required

ward

[
jusclaj.gou pravebimbu €_INE Sl MSKOENeqC Sx1 BARCOETH K psr iz STANDAR D Tz fostOata=- 10BS580517%

510,00

35000

Save

8)

The following fields are not editable because they are not required
for DOJ:

a) 10a. Cash Receipts
b) 10b. Cash Disbursements
c) 10c. Cash on Hand (line a minus b)

)—0
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Submitting Financial Reports Step 9

Report Sections

et Aweard (FAWN-2S)

:ud-ral Financial Report (77711 EZ3
10.Transactions:
Cummulative
= Fadaral Cash:

o Ala.Cash Receipts
Do mol enter any information in Lhis field. COPS. OJF, and OVW do not reguire 8 Grantee to report this information.

Do et antar any Infomnation in this flald. COPS, OJP, and CVW do not reguire a Grantes to repart this Information

s
@ “ 10¢. Cash on Hand (line a minus bj

Do et ntar any Infomnation in this flald. COPS. OJP, and OVW do not reguire a Grantes to repart this Information

Federal Expenditures and Unobligated Balance:

= 1, Total Federal funds authorized $10.00
The tatal Fedaral funds autharized as of tha reparling pericd end date

A0 Faderal share of sapendituies $10.00
Enter the cumulalive amount of federsl lund expenditures.

= A0 Fedural Share of UnSquidated Obligations 000
Enter the cumulative amount for the fedaral share of unquidated obligations. On a cash basts, unliguidated obligations are obligations

incurred. but nat yet paid. They inchide direct and indirect expenses incurred bt nal yet paid ar charged io the award, including amounts

=l dus to subreciplents or contractors. On an accrual basls, the obdgations are incurred, bat the expandiures hawa not yst been reconded

‘On the final repost. for sither cash or accrual basis, this Line should be zero (0). Do nol indude amy amount in Line 101 that have been

reportad in Ling 10E. Incuds the unliquidated obligations that wil be axpansad by tha and of tha next quarter. Dia nat induds any ameant

in Line 101 for & future commitment of funds [such as & kng-term contract] Tor which an cbligation or expense wil not be incurred Ly the

and of the naxt quartar

“+ 10g. Tctal Federal share (sum of lines & and [ £10.00
The sum of Lines 10s and 10f

~ 10h. Unobligated balence of Fedeml Funds {line d minus g} F0.00
- The amaut of Line 10d minus Line 10g
Raciplant Shara:
for Solicilal
01, Total recipient share raquired #5000

ward

Many fields in the FFR have validations.

9) Enter information in the following fields as appropriate:

10d. Total Federal funds authorized 10h. Unobligated balance of Federal Funds
a) Prepopulated from the Award Document (line d minus g)

10f. Federal Share of Unliquidated Obligation a) System Calculated
a) Insert as appropriate 10i. Total recipient share required

10g. Total Federal share (sum of lines e and f)
a) Insert as appropriate
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Submitting Financial Reports Step 10

Report Sections

Funded dward (FAW-24

Federal Financial Report =

S
~ 400 Total recipient share reguired 35000
Entar tha total requirsd racipient hars for grant perind spacfiad in Ling B Tha ramuirad recipiant shara should incuda 3 masching and

coat sharing provided by recipients and thind-party providera to meet the level required by the sragram. This amount should notinclide
nefils «cost sharing and match amaunts in axcess of the amount required by the program (for example, cost averrunes for which tha recipiant
incurs adoitional sxpensss and, thersfors, contrbutes & greater |eval of cost sharing or match than the leval reguined by the pragram)

o A0 Recipient abase of expendinges £50.00
Enter he recipient share of sctual cash dsbursements of autlays (eas any rebates, refunds, of other credis] inchding payments Lo

subrecipiants and contractors. This amaunt may incuds tha vaiue of alkawabla third party inkind contributions and recipiant shars of

program income used to finance the non-Federal share of the preject or program. Mote: On the final repoet this line should be equal to or

greater than the amount of Line 100

= 10k, HEmaining recipient shans b2 be provided (e | mmus 30.00
The amounl of Line 10§ minus 10

Program Income:

o A0, Testal Facksmal progeam income saenad
Enter e smourd of lederal program income earmed. Do nol repork any pragram incame here that is being allocated as parl of the
racipiants cost sharing amount includad in Lina10) 1f this is a final rapart, this fisld is nequired and may not ba lefl blank. bt 3 zaro (0]
iy be enbered.

~ 10m. Frogram Income expended In accordance with the decwction alternathoe
Entar the cumulative amount of program incomsa that was rsed 1o reducs the Federal share of the total praject costs.

o A0n. Program Incems eapended in accordance with the addition altemative
Entar tha cumulative amaunt of program incoma that was addad o funds committed to tha total projact costs and expended to further
eligivle project o program ectivilies

o A, Usrenprenidud o ogram scom (line | minus B m or e o) 50.00

e nmOLn ST LeE TOTEan TOm oI

= 11. Indiract Expense:
11a Salect sithar Mot Applicabla or the appropriats indiract cast ratais)

11l Enter the indirect cost rabe(2) in affect during the reporing pedied
11c Enler e beginring and ending ellective dales lor the rate(s)
11d Enter the amount of the base against which he rate(s) was applisd
11&.The amount of indiract costs charged during the time parod specified. (11b x 11d)
111 Enter the Federal share of the amount In 112, u=ing & dolar amount, ot 8 percentsge.
wpart
11a Typa of Rata(s) 11b Rata 11c Pariod From 11c Pariod Ta 11d Basa 118 Amaunt Chargad 111 Federal Share

2 for Solicital

De minimis B 10.0% 312020 . 2282021 | §100.00 $10.00 5100.00

ward

Many fields in the FFR have validations.

10) Enter information in the following fields as appropriate:

a) For discretionary awards, the recipient share will be prepopulated from the
budget summary.

b) For Formula awards, the recipient share will need to be inserted.
c) 10j. Recipient share of expenditures

a) Insert as appropriate
d) 10k. Unobligated balance of Federal Funds (line d minus g)

a) System calculated
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Submitting Financial Reports Steps 11 -12

Report Sections

£ Monitoring

2 Federal Forms

& Home Furcied Amand (ZAVE-54 .
Federal Financial Report ==
Reciplant Shars: -
< V0L Total recipient share required 35000

Enler the Iotal required recipient share for grant pericd specified in Line 8 The required reciient share shoulf indlude all matching and
cast sharing provided by racipients and third party providars 1a meat the level raquired by the program. This amaunt should nat include
o8 Bharing and match amounts in excess of the amount raguirad by the program (far sxampla, cost avamunes far which tha raciplant
ncurs additionsl sopansss and, therefore, contributes & graater level of cost snaring or match than tha level requirad by the program)

“ 10 Recpont share of expenditures 35000
Enter the reciient share of actual cash diskursements o cutlays (less ary rebates, refnds, or cther credits) inchuding paymenls to

subraciients and corsractars. This amaunt may inclucs the value of alowabis third party in&ind cantrisutions and recipisnt shars of

program Income usad to financs the nan-Faderal shars of tha prajact ar program Kose: On the Snal report this Ina should be aqual to o

graater than the amount of Lina 101

= 108 Resmaining recipent shars bo be provided (ine | mavas |} 50.00
The armourt of Ling 104 minua 10

Progeam Mcome:

~ 10L Total Federal program imcome camed

Entar tha amourt of fadaral program incoma samed. Do nat regant any pragram Incoma hers Sat |5 being allacated a3 part of tha
recipients coal shaning amount indweded in Lina10j. 1 this is a final report, this fiekd iz required and may not be leit blank, b e Zero (1)
may b erfured.

' 10m. Program Income sxpended i accordance with the deduchion alernative
Entes the curmlalive smount af pregrarn iicoms tht wes used to reduce S Fedsrl share of e otal project costs,

~ 10n. Propram Income expended in accordance with the addition ahemative
Entes the cummlathve amount af pregrarn incume tht was added Lo funds commilted Lo the tolal project costs and expended Lo futher
alighie prajoct or program acthtics

o 00, Unexpended program incoss (line | s line m of line o] 3000
Th arnouri of Ling 104 from 10m or 10n.

Privacy Policy
Recents Seea

Funded dwsard

Fundad Award

Parfarmancs Report

Amy'z PM Dama for Solidtas

A ‘ndad Award

< 11, Indirect Expense:
112 Select sither Mol Applicable or the aparoprists indirect cost rales)
11b Ertar the indiract cost ratafs) in efiact during tha raporting pariod
11¢ Entes the beginning and enting affective daes for the ralejs).
114 Erter the ameunt of the base sgainsl which e rale(s) wes spplied
11e.The amount of indirect costs charged during the time period specified (11b x 11d)
111.Ender e Federal share of te amounl in 11, using a dollar ameunl, nol 8 percentags.

Ma Type of Rale(s) 11b.Rate e Period From e Period To i Baze e Amount Charged

De minimis w 10.0% 3Mv2020 282021 | 510000

11§ Faderal Shars

S0 00.00 -

11)

12)

Many fields in the FFR have validations.

Enter information in the following fields as appropriate:
10k. Remaining recipient share to be provided (line i minus j)
10l. Total Federal program income earned

10m. Program Income expended in accordance with the deduction

alternative

10n. Program Income expended in accordance with the addition alternative

100. Unexpended program income

Select Continue.
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Submitting Financial Reports Step 13

Remarks and Certification

—
@ JUSTyrants .
g FePS——
Lol Federal Financial Report (77711 E=J
il Entity Profile
# Entity Usars @ + 1. Redpientbfa 2. Report 3. Remarks & Conification
[ Entity Documents
& Applicalions  12.Additional Information
Entar any ramarks, explanations cr adcilianal informatian recirad. Supparing dacumants may b added by chcking the *Uplnad Supnoring Dacuments” buticn
Amrds Reaiais
15 Manitaring

i Federsl Foms

Uploaded Documents

Fil Nama

Upinad Supporking Dosuments |

» 13.cerifizatian

By submitting this repart, | cartify tor the bt of my knowledge and bellef that the repart Is tnss. complate, and accurate, srd the ependiures, dlsbursemants and cash recaipts are for the purposes and abjectives s4t forth in the terms and conditions of the Faderal award | am
aware tal ary [dse, Tefious, or haudulenl information, er the cmission of any metenial Tael, may subject me b crming, chil, o administrative penallies for raud, fsle slalemenls, Talse daims or othersize (S Code Tile 18, Secton 1007 ard Titke 31, Sections 3739-3730 and

-2y
Frivacy Fulicy Prefin: ——
Recents seta First Name: Tast Micdle: Narme: Last Name: Cparator

Lz ol Sullia: Title: ——
s
Funded fward Full Nome: EXT Finandal Marager
e Email Address: EXTERNALFinanialManagerigmail com
a0

Telephone: 555-120-4567
Ay’ PM Deme far Selicitat
e Diate: 013-Sep-2020

Ative Funded fward ——
P LD

Insert Remarks and Certification in the text box

13) In the Remarks and Certification screen, enter text in box 12.
Additional Information.

)—o—000000)
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Submitting Financial Reports Step 14

Uploaded Documents

s 0@
LR p———
i Hom hctioms
Federal Financial Report =3 —
T Entiry Prof
Enity Usars /1. Redpientbfa o 2. Repart Information 3. Rernarks & Certification
Eni
Applicatinns 12 Additional In{ lmn‘twn
ry ramarks, explanations o additional infarmation requirad. Supporting doc may be added by clicking the “Upload Supporing Documents” butter
vards
Aanitorimg
i@ Federal Foms
Uploaded Docums:
uuuuuuuu
¢ 13.Certification
By submitting this repart .eﬂm bﬁto’ﬂnmdnmdtlw tlf'\sm'tllmsmpa‘ oamre d1h9tx|:en:lw dlsgursemants csnwams fc1hw and ohfectives 541 forth in the terms and condition: fthdal
aware thal ary Faise, csiious, o lisudubenl informatio e omission of any mateial lac subject me bo criinal, civl, or sdministrative IIEs i frud s slabements, Talse dai | rwise (U5 Code Tile 15, Se LO(I‘D“‘ .|r|=3| Sec 329‘3 30 and
3013812}
Pai Prefix: ——
Recents sexa First Name: Tect Middle Narne: Lust Narme: Oparstor
Suiffis: Title: ——

Full Name: EXT Fimancial Manager

Email Address: S TERNALFinancialManagenigmail com

Tebephone: 5565-123-4567

Date: 03-Sep-2020

You can upload multiple documents as needed.

14) Click on the Upload Supporting Documents button to attach a
document.

Note: If the figures in line 10e or 10j are less than the previous reporting
period, you are required to add additional narrative in Box 12 “Remarks”
explaining this discrepancy. Failure to do so will result in a validation error.
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Submitting Financial Reports Step 15- 16

Certification

& Home

{#0  Entity Profile

% Enlity Usars

Enlity Documents

& Applicalicns

Funded Award

Parfo

o (FAVESH)
Federal Financial Repert (77517 B0
' 1. Redpient Infa + 2. Respurt Information 3. Remarks & Comification

~ 12.Additional Information

Entar any ramarks s, or addilianal i jan requirad Supparting o may ke added by clicking the *Uplnad Supporing Documents” button
M Awards Resais
2 Munitoring
i Federsl Foms
Uploaded Documents
Fil Nama

S

» 1L.certificatian

Full Name: EXT Financial Manager

Email Ackdress: £1ERNALFinsncislManagen@gmail com

By submitting this repart, | cartify to the best of my kmowledge and bellef that the report Is tnus. complete, and accurate, snd the expendibures, dlsbursemants and cash recsipts are for the purposes and objectives &t forth in the terms and conditions of the Fedaral award | am
aware Tal ary lalse, eSiows, or haudulenlinfermation, er e crmisgion of any matsial el may subject me b cimingl, chil, o sdministrative penallies for reud, tsle slalemanls, Talse daims or athersize (US Code Tile 18, Secton 10017 ard Titke 31, Seclions 3729-3730 and

WN-E2)
Frivacy Policy Prefix: —
Recents Seral First Name: Tast Midull Name: Last Name: Oparatar
Lzl Sullix: Title: ——

PR

Tedephone: §55-123-4567

Aumys P D for Solicitat

Date: 013-5ep-2020

e Awvand —— ,@ |
— | B ] i, Sewe submit
o1 \ ) . » L

Once submitted, the FFR is routed for review and approval.

15) Review the certification information.
16) Select the Submit button.

)— o000 00000)
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Submitting Financial Reports Step 17

Submit

& Home

& Entily Progj

“ Entity |
Enlily Documents
it Applications
8B Awards
Meritering

£ Fadaral Forms

Privacy Policy

Recants Sen ol

Funcied Award
rawesID

Performanca Faport
R

Amy's P Demo for Soicll
=T

Asctive Funded Award

Furces Award (FAI-34

Faderal Financial Report =/

Solcitancn Tibe
Firject Toe

Pajest Perad

Managing Office:

Gieant Avard Admenatral e —

Fa Case ID FAN 54

Federal Sward
amurt

Unpaid Balancs: —
puns BRI
TH

1.Federal Agency and Grganizational US Depantment of Justica
~ Element to Which Reportis

Bubmitted:
Faderal Agency and Orgarizational Elemert ta
Which Rleport is Submitted

_ Z.Federal Grant Or Gther igentifying 11117
num| 0

Thi i The Grant number ssignad 1o he awsrd

tor this program

- 3, =] ation (Name and address g Zip coce]
Tri iz the organization nams and compilste address of the recigient organization.

Recipient Organization Name: Samgis Drgarization

Straat 1: 1123 First Street.

Straat F:

City: Fusen Caunty: Calin

Starte: ™ Provinge: Tast Provinca
Country: [E= ZIP | Postal Code: 12345

~ 4. DUNS Number 1234DUN

Thi iz The Dista Universal Numbsring System
Hurnoar (DUNS) assigned 1o tha recipiant
ARRaEE.

Case details

Lasl wpdiaing by
EXT Financial Manager (1m aga)
Created by

EXT Financial Managsr (5mo a0}

Recent followers (0]

et

Recent content (1)

Paiticipants (8]

'
(n%a]

17) The FFR status will be changed to “Resolved-Completed” once the

FFR data

UFMS is the financial system.

is transferred to UFMS.

—0—0— 0000 0 0O
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Resubmit, Print,
and View Federal
Financial Reports



Edit and Resubmit an FFR Step 1 - 2

Reopen FFR

) JUSKyrants

USTICE SRAHTS SYSTER
(AN 37078)
t Home AN Y| [T TS
= Federal Financial Report (724010 [EEIIEEITEE
Entity Profile
Recgen
3 Entity Users olloy
! Solicitation Tilke _ Ol
Tags
[ Entity Documents Project TR Federal Award Amaunt Notifications
203720 - 920 Unpaid Balance.  $0.00 Hin 1o space
Applications oW ks .
Prinl
- Grant Avard Admintstrator EXT Grant Awand Aominisiiatar TIN: —_—
B Awards
FAW Carse ID FAN-32029
1=l Monitoring
m  Federal Forms
- 1.Federal Agency and Organizational U 8. Department af Justice Case details
Privacy Policy Element to Which Report is Submitted: } )
Federal Agency and Organizational Element to Which :a“' i)
Recents 50 Report is Submitied TR
Cregted by
Federal Financial Report Test Creator {1me age)
Fa01 . 2.Federal Grant Or Other identifying ANE1E385482
numbar:
ol ¢ Decline Award Agre This is tha grant numbar assigned to tha sward for this Recent followers {0} o
program.
(n%
Federal Financial Repaort
FFR-4 -~ 3. Recipient Organization (Name and complete address including Zip code) o fems

This is the organizalion name and complete address of he reapient crgamzation

Reciplent Organization Name: [77ak Hroaks

Federal Financial Report

F3dn0a

imluC O 3B IS0 N 5 il 007 e

AT TAETHREAD T pufict o= A Ckas ecla e colliacbior Wk S ard B = (10 )-“W- M3 -WORK FEDERALF A 1 S2EC) 57708500 DA

Use the Actions Menu to reopen an FFR.

1) From the FFR, open the Actions menu.

2) Select Reopen.

(@)
N
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Edit and Resubmit an FFR Step 3 - 4

Submit

@ JUSTyrants

...............

P
Ho
0 W Federal Finaneisl Report E
G Entey Profie
i Entity Users +" 1, Redpient Info 2 Report Information 3. Remarks & Certiflcation
[} Enity Documents
= Applcations  12.Additional Information
Entsr any ramarks, sxplanations ar addtional information required. Suppeding documents may ba added by clicking the “Upkoad Suppering Decuments” buthon
Mwsards Remarey
TE| Monhoring
& Federl Forms
Uploades Dacumen I
File Name

Ha b

{ Uptoad Susporang Decumares )

+ 13.Certification

By submitting this repert, | cartfy ta the bast of my knowledoe and befef that the repart is inue, complete, and accurate, and the manditures, dishursemants and cash recaipts ane for the purpeses and objectivas set forth in the terms and conditions of the Foceral award. | am

avare hat any falsa, fictithous, or fraudulent Infermation, or the omisslon of any materal fact, may sublect me to cdminal, vl or admintstrative penslies for fraud, false stetements, false clalms or atherwize (U3 Code Title 18, Section 1001 and This 31, Sections 2725-2730 and

35013812}
Privacy Paiicy Prefis:
Recents Sen First Home: Tast Middle Name: Lost Mame: Cparator
Fundad Award Suffle: Tile:
Full Name: EXT Financial Manager
Email Address: EXTERKALFnancalMansgznggmall com

Tedephione: 555.173.45567

Dt 13-Sep-2020

Active Funded Aeard ™,
pacasssi (e ) ([ saw submit P

Enter text in Box 12 to explain the edits.

3) Make edits as needed. You will need to include a comment in Box
12. Additional Information to explain the reason for reopening and
editing an FFR.

4)  Select Submit.
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View Submitted FFRs Step 1

View the FFR

Funded Award || IR =g

e Legal Mame:
Duing
g Husinass Az:
CELEE [MFunded Award
[ ntity Decumants
i Funiing Federsl vt Awarid
Applications
Aveard Aoward Performance  Balonce dd  Tinancial oditication
e Fackags Conditions. Award Datails  Management  Availabill Heport [FHR} M}
T9 Montoring
i Federal Forms
o Award Letter
e p——
clor sit amel, consectetur adipiscing ofit, sz do siuzmad lempar incididunt ut labore et dolare magna aigua. Ut
i i i s, quis st saeicilalion ulknes labors nis o 8T e ea commeds tonsequel. Dufs aule e doi
i regeahandarl In valuplats wallt easa cllum dolors s Agiat nula parshr Excsateur sint ootaecat supidatat non proigent
v n railpa qul nfflda dazenunt malh arim I ezt laborum
Agpreeal Offcizl
Appraving Cffcial THe
s e and wrrisrebad fs bsmafion premanber m fis escin of the fedaral arsrd sgresman
- Award Informatien
Privacy
LRecipient Information
Recents Bae
Aetive Furnded Auwurd Applicant Lagal Hama
fra—
Active Funded Award Stieel 1 Street 2
rsIE — —
Acthve, Firvdad Sweard Chy Staeaill.5. Tarritory
e
LipFossl Cote Country
Faderal Finarscial Report
Fam
County/Parish Province

All submitted FFRs can be viewed from the Award.

1) From the Award, open the Federal Financial Reports tab.
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View Submitted FFRs Step 2

View the FFR

‘Mms. 10 @

JUSTICE GRANTS SYSTEM

A H Funded Award
} Home
o Legal Name: —— <—\
Actions ™
) Doing - ==
Entity Profile s
% Entity Users.
) Entity Documents ©httachments
= Applications.
R Awards The recommended files to upload are PDF, Microsoft Word, Excel, Access and Email Message.
[E Monitoring
£ Federal Forms
Erunded Award
Funding Federal Grant Award
Award Award Performance  Balance and  Financial Modification

Package Conditions ~ Award Details Management  Availability Report (FFR)  (GAM)
Report Number  Type of FFR Reporting Period Due Date of Report Status

FFR-11 Quarterly o Jan 31, 1970 open

Privacy Policy

Recents. Seall
Active Funded Award
FANS313S
Active Funded Award W ACTIVE B
FANS313E
Information Audit  Budget Funded Award Information Historical GAMs
Active Funded Award
Goleul Case information

ApprovalSignatory 1
Federal Financial Report —
F4a01

ApprovalSignatory2

Click the FFR number.

2) Select the FFR you would like to view.
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View Submitted FFRs Step 3

View the FFR

Home ' o
LRl Federal Financlal Report (FFF-11) EZ
b Entity Profile
Entity Safictaton Tik —
Project Tie: Fegeral wad
[Z Enlity Documents Propect Peiiad I Freet
Unpakd Balance:
Managng Cfice:
+ Applications DuNs nnn
Gramt Swvard Aomneator:
n i
B Awards FaN Case D FAWN.54
Manitaring
i Federal Foms 1.Federal Agency and Srganizational U5, Depanment of Justice Case detalls
~ Element to Which Reportis
Submitted: L
Federal Agency and Crgarizational Element b EXT Finarscial Manages {1m aga}
‘Which Report is Submithed Cruand by

EXT Financlal Manager (mo ago)

. 2.Federal Grant Or Cther identitying 111111

number- Recent followers (1) &
This ia the grant rumber ssigned 1o the sward
Sar this program j_'
|
hatera
w3 o ({Name and complete address Zip code)
This I5 the anganization nama and comgieta addrass of tha raciplant organization
Recent content (0] +
Recipiem Organization Name: Sampla Organization
Privacy Policy
Straat 1: 123 First Shreet Panicipants {0) o
Recenls Seeal
Funded Award Street & Iﬁ
iy Frizen County: Calin o
Funded Award
o State: ™ Provinge: Tast Provinca
Parformanca Report
fisd Country: usa 2P Postal Code: 12345
P Demo for Solicitat
3. DUNS Number 12340UN
e ;i
Numbes (DUNS) assigned (o the recipient ‘

Viewing the FFR is read-only.

3) You can view the submitted report in its entirety.

o—o—0—0 0
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Print FFR Steps 1 -2

Print the FFR

JUSTgrants

..I.JF'I'.- GRANTS .‘Z\’.‘ZI.—k.'
o [FAN-32029)
{+ Home . N )
Federal Financial Report (7-°
Refiesh
& Enfity Profile
Remarks
# Entity Wsers W
° Solcitation Tille: — Ao Wk >
[ Enlity Documents sroject Title: Faderal Award Amount Follow
Ta
jecl Pesiod. 200 - A Unpaid Balance,  $0.00 \' T{ "
= i alifications
=2 Applications Managing Ctfice =y DLUNS: B
N 10 Space
Granl Award Adminisiralor EXT Grant Awand Adminisliator TN

B Awards ~

e ) FAW-37073

o

|3 Monitoring

Federal Forms

I srint I

=
- 1.Federal Agency and Organizational U.S. Department of Justice Case details
Frivacy Policy Element to Which Report is Submitted: ) -
Federal Agency and Organizational Element to Which 5'3;"“3 . 3::‘“'":
Recants Sew all Report is Submitted SRR
Lasl upgalet by
Federal Financial Report EXT Financial Mznager (20m ago)
(s 2.Federal Grant Or Othar identifying AW-B16285482 Cregted by
" number: Test Creator (1Mo ago)
Accept/ Decline Award Agre  This is the grant number assigned to the sward for this
-0 program
i ! Recent followers (0) 3
Fedaral Fnancial Repoed
FFRL14 ~ 3. Recipient Organization (Name and complete address including Zip coda) @
This is the organization name and complete address of the recipient organization.
Grant Award Modificatian Wi
GAM- 12004
Federal Financial Report Recipient Organization Name: lzzak Brooks Recent content {§] +
Famns

thas qe-grants ojp.usdaj govprvet/mluC_SHI2BwaltviSdo0NeqCix 1bApclP THiKpen O E28° TIASTHREAD 1 Tpy..
—

Department
c

Use the Actions Menu to print the FFR.

1) From the Federal Financial Report, open the Actions Menu.

2) Select the Print option.

(@)

Z/
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Print FFR Step 3

Eaciernl Financinl Repor - Wark - Mismss®t Erige
o

Hac
Fut

3)

Print
Teral: 3 pages

Printer

Save an HOE

Layart
® Fortrait

. Landscape

Pages

- Al

eg 15 8 11-13

Mare cettings

- 2Pucharal Geank O Délvar ichae ibying =umisar: ]
Thin s e s it o QEmT 12 i s 8 g

Easatry: - T el st

. DUNE Hurmkser
This s e Dot Univareal Snburing Syskers Murstes (DUHS)
armgred = b e e

o —
Thin . B Epinyes bieedftens e [E05) o e vt
imich iy

B A A e —
Crvmeiha aceurt RaTer o sy aea Herifing bl sm e
[T —— A S ——

oty andim a0t reuired.

b B By

Al gt st o i el B G s s T g o ol PR

B T— e
ety aschar a cash or socred basis was umed o sacering

e
.43 1 et e Ty s

- L docamciens Pamsa o
Friee e bt susand o] el evod e | T stwmied s

Province: —_—

Faddisnd Finansial Fotpert

Use the options in your printer to print the FFR.
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Prefixes



Record Type Prefixes

The following case number prefixes are used in JustGrants.

CASE

Application
ASAP Authorization
Annual Programmatic Review*
Award Package
Funding Approval
Funded Award
Funded Supplemental Award
Federal Financial Report
Grant Award Modification
Monitoring
Performance Report
Solicitation Initiation
Solicitation Template

UFMS Obligation

*Desk Review

CASE NUMBER PREFIX

APDR-

=

>

FAW-

FAWS-

FFR-

FFR-

2

I
n

c
¢
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Terminology



Entity Users

JustGrants Terminology

JustGrants arrival brings along some new words and phrases
you will need to know.

A-C

Annual Programmatic Desk Review

The Annual Programmatic Desk Review (APDR) is conducted on all Funded
Awards and consists of seven questions that grantees must answer. APDRs
take place within the Funded Award in JustGrants.

Award Conditions
In the legacy system, this was referred to as “Special Conditions”.

Case ID

The Case ID is the unique identifier for every type of record in JustGrants. For
example, the case ID for an application is the Application number. For a Funded
Award, the Case ID is the Award Number. Each type of record has a Case ID.

Case Status

The status is the type of record that is displayed. The status list displayed is
determined by the type of case associated with it.
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Entity Users

JustGrants Terminology

JustGrants arrival brings along some new words and phrases you
will need to know.

C-G

Category
Documents uploaded to the Entity Documents repository are categorized as:

* Disclosure of Process Related to Executive Compensation
Budget Financial Management Questionnaire

Budget Indirect Cost Rate Agreement

File

Legacy Attachments

Proof of 501 © Status (Nonprofit Organization Only)

Financial Manager

The Financial Manager is a grantee role responsible for submitting federal
financial reports (FFRs), processing financial Grant Award Modifications (GAMs) ,
and initiating closeout.

Funded Award

A funded award is an award that has been approved for fund disbursement to a
grantee and has been accepted by that grantee.

Grant Award Administrator

A grantee role that manages many aspects of the grant. This role allows a grantee
to view and submit performance reports, initiate some Grant Award Modifications
(GAMSs), review and respond to monitoring issues as applicable, upload
documents, and view award, application, and solicitation information.
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Entity Users

JustGrants Terminology

JustGrants arrival brings along some new words and phrases you
will need to know.

G-R

Grant Award Modification (GAM)

A request for a modification to a key element to a funded award. Most GAMs can
be initiated by a grantee but must be approved by DOJ personnel. GAMs can be
created to extend the project period, updated the project scope, modify
programmatic costs, reduce the budget amount, modify the budget, or modify
the sole source.

Program Office
Within the Office of Justice Programs (OJP), there are several Program Offices:

* Bureau of Justice Assistance (BJA)

* Bureau of Justice Statistics (BJS)

* National Institute of Justice (NIJ)

« Office of Juvenile Justice and Delinquency Prevention (OJJDP)

» Office for Victims of Crime (OVC)

» Office of Sex Offender Sentencing, Monitoring, Apprehending, Registering,
and Tracking (SMART)

Role Names
Roles determine the access a user is granted in the system. Users may be
granted multiple roles in JustGrants, depending on the tasks they perform.
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Entity Users

JustGrants Terminology

JustGrants arrival brings along some new words and phrases you
will need to know.

S-U

Survey Repository

A library of questions, question pages, and question sets that make up
questionnaires that are included in solicitations. The answers applicants make
to the questions in these questionnaires provide the basis for performance
reporting in funded awards.

UEI

Unique Entity Identifier (UEI) is a unique number assigned to all entities
(public and private companies, individuals, institutions, or organizations) who
register to do business with the federal government.

Urgency

The number of days until or since the due date of the case, whether it is an
application, a grant package, an award, a federal financial report, a
performance report, or other item in JustGrants.
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SAM.gov

What is SAM.gov? It is considered the

Federal Government’s “source of truth”

or “authoritative source” of information
SYSTEM FOR AWARD MANAGEMENT egarding entities.

Entities must register in SAM.gov in order to apply for funding on Grants.gov
and must maintain active registration throughout the life of their federal
award(s). Information added or updated in SAM.gov generally will appear in
JustGrants the following day. Keep in mind:

All Entity-level data is managed in SAM.gov.
JustGrants pulls its Entity information directly from
SAM.gov to ensure consistency and integrity.

Updates to Entity information occur in SAM.gov.
JustGrants performs daily automated SAM.gov checks
to collect current Entity information.

All Entity information is registered in SAM.gov and
needs to be updated there by the Entity Administrator
rather than through a grant modification.

If an Entity’s SAM.gov registration is not active or has
expired, its award can be delayed/suspended until
the registration is active.
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Grants.gov

Grants.gov is a location for grant seekers to find and apply for
federal funding opportunities and is home to information on
more than 1,000 grant programs. The program also vets grant
applications for federal grant-making agencies like DOJ.

[
GRANTS.GOV™

Grants.gov provides a central website where federal agencies can post
discretionary funding opportunities that grantees can easily find and apply to.

Grants.gov was established in 2002 and is managed by the U.S. Department of
Health and Human Services. Grants.gov is an E-Government initiative operating
under the governance of the Office of Management and Budget (OMB).

a Helps the grant community learn about available opportunities.

9 Facilitates interaction with the Federal Government.

Simplifies grant application, saving money, time, and hassle.

Makes researching and finding federal grants easier.

a Makes electronic grant application processing easier.

@ Provides a secure, reliable source to apply for federal grants.

Beneflts e
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