Fiscal Tech (FT) Transactions throughout the grant period after the Grant Award has been mailed out.   

SOGAs and special conditions are returned, per award letter instructions,  to grants management in-box.  These documents are moved to the G:drive folders:  SOGAs to Grant Files Scanned folder or Special Conditions to Special Conditions folder for the program associated with the document.  

FT checks SOGA signature and if correct (PA signed, or, a signature authority from the PA designating the signer has authority approval), move it to the G:drive “Grant Files shared” folders under the folder(s) for that Year and Program, naming the document by grant number and locality, then, check off in GMIS under SOGA received, *Update – move pdf to OGMS and indicate it is received.    

FT moves Special conditions from the grants management in-box to the G:drive “Special Condition folder(s)” under appropriate year and folder: example:  2020 CCCA Special Conditions > naming it 21-X6363CC21 Prince Edward:  

1) The monitor should be looking at these folders periodically to see what has arrived, sometimes monitors are cc’d on the email the grantee sends to the grants management in-box.  Monitor reviews conditions and if something is incorrect or missing, they handle that with grantee directly without FT involvement nor should submission of additional info go to the grants management in-box. 

2)  Then when the monitor approves the conditions, they attach those documents to an email and forwards it to the FT with approval:    

3)  FT moves all of that to the Gdrive under “Monitor approved Special Conditions folder(s)” in appropriate year/program folder. 

4)  FT updates GMIS and if all conditions are met, checks off the “All met” button.  *Update – budget is updated in OGMS.     

5)  FT sends an email to the grantee (cc monitor) stating special conditions are met and to contact grant monitor with any questions.

Grant Extension Requests:  FT moves these to the G:drive also following same steps as Special conditions with one exception:  include the Grant Manager on the extension requests (DeAndrea and Albert).  Put “extension” at the end of the naming scheme.

In-line budget amendments:  this kind of budget change/request (within a major line item) is not necessary for the grantee to submitted to on-line GMIS.  Grantee  should send email directly to the monitor requesting purchase change.  If the monitor approves, they send that approval to the FT.  FT moves this to the Special Condition folder, under appropriate year/program with Grant no. and locality with “in-line budget amendment” at the end of the naming scheme.  

Scope of change:  the grantee changes the intent of the grant’s purpose but not outside of the grant program guidelines.  Grantee sends directly to the monitor for their approval, sometimes the grant manager is included in this transaction.  When this is approved, it is sent to the FT for the record in the shared folders.  Sometimes there is a budget change and the FT will make that change in the Award/Post Award screen of GMIS.  *Update – budget would be updated in OGMS.    

Grantee “declines or terminates” an award:  Grantee sends correspondence letter indicating decline or termination of the grant (check with supervisor on the language for the letter).  FT moves that letter to the “Grant Files Scanned” folders under that year/program and into the SOGA subfolder, naming it by grant no. and locality with the word decline or terminate within the naming scheme.  **Then FT goes to GMIS “Award/Post Award“ screen:  go to the grant and to the field where Approved/wCond is already showing.  To enter decline or terminate, “decline” is chosen if no activity has occurred meaning no return of SOGA, special conditions, and no reporting of any type has occurred, including requesting funds.  “terminate” is chosen if any of the previous activities listed have occurred or were marked off for that grant.  Then press return and a Deactivation message comes up to discontinue activity in GMIS on the grant; click “ok”.  **Update – decline or terminate of an award may have a different procedure in OGMS.    

