GRANT MANAGERS
BROWN BAG

NEW GRANT ACCEPTANCE AND SET-UP PROCESS




WHAT IS CHANGING?

* New Grant Acceptance
* Process by which we accept grants from
the funding source

* Determine if anything has changed that
might affect viability of grant project

* Decide if we will keep the grant

* Obtain signature of the President or
Chancellor

* Complete any award Terms and
Conditions

* New Grant Set-Up

* Process by which we input new grant
awards in Galaxy

This Photo by Unknown Author is licensed under CC
BY-NC



https://www.pngall.com/task-png/download/68546
https://creativecommons.org/licenses/by-nc/3.0/
https://creativecommons.org/licenses/by-nc/3.0/

OLD PROCESS

* c ontract Transm Ittal Fo rm AGREEMENT/CONTRACT (A/C) TRANSMITTAL FORM - DISTRICT

INITIATING DEPARTMENT COMPLETE THIS SECTION:

*  Project Team would complete the form and attach oot oy Y | Lo | TRPoaAG | o P e T | v
State)

e jn Effect first, second, third, etc.)

20232212

award documents

Initiating Department Manager ensure that all A/C information is accurate, and all required documents have been attached: [] Completed
After completing this section, email this form to Department Administrator. */nclude all required attachments BEFORE emailing. See instructions on page 2.

1. Galaxy R Number:, (leave blank if revenue generating)

*  Form would then be routed through the appropriate 2 Yo e | Betasten
4. Initiating Department Manager Name:, Title:
5,

approval queue

*To add any additional notes or comments please use the comment tool. See instructions on page 2.

DEPARTMENT ADMINISTRATOR REVIEW A/C INFORMATION & ATTACHMENTS:

e All grant awards requiring signatures would be signed ARTHENT ACHSTRATOR

2. Department Administrator confirms that all A/C information is accurate, and all required documents have been attached: [ Completed
3. After completing this section, email this form to Budget Analyst. “See instructions on page 2 for correct Budget Analyst.

by the Vice Chancellor of Business Services

DISTRICT BUSINESS AND FINANCIAL SERVICES REVIEW AGREEMENT/CONTRACT:

. 1. Budget Analyst confirms budget for Agreement/Contract. Name: O Completed
L] ( om PI eted < T F wou Id b ero ut ed to Pu rch asin g 2. Vice Chancellor, Business & Financial Services confirms A/C is signed on behalf of RCCD. Name: Aaron S. Brown [ Completed
3. Attach copy of fully signed Agreement/Contract to this form. *See instructions on page 2 for attaching documents.
4. After completing this section, email this form to g *See for correct g
. . Specialist.
e Purch Id th h he P
u rc a S I ng Wo u t e n retu rn t e grant to t e ro] eCt DISTRICT BUSINESS AND FINANCIAL SERVICES COMPLETE PURCHASE ORDER:
1. Purchasing Specialist confirms Purchase Order has been . Name: 0 Completed
T 2. Attach copy of completed Purchase Order to this form. *See instructions on page 2 for attaching documents
ea-l I l 3. After completing this section, email this form to RETURN TO address.

¢ College Business Office would then work with District

Business Office to set the grant budget in Galaxy




WHY CHANGE THE OLD PROCESS!?

CTF is designed for vendor contracts
* Form language does not apply to grants.

* Purchasing is not an active participant in the
grant acceptance.
CTF was inconsistently applied as it was only used
on grants that required a hard signature.

* None of the federal grants were processed with this
form.

Vice Chancellor for Business Services is not the
AOR for most grants, including those at the college.

CTF routing process could not be monitored

*  On multiple occasions, the form was lost, which
delayed the process.

AGREEMENT/CONTRACT (A/C) TRANSMITTAL FORM - OVER $99,100

INITIATING DEPARTMENT COMPLETE THIS SECTION:

20210101

Business N : Description of Goeds and Services
Vendor/Other Party Name | Location (C)ity and T'r?:ir]eé';:c?m (If flrsilss%g:‘:ﬁ:;d&lrd, e number, Amount 11-ABC-1BOlC:gg-D?:)g§D[§ODD-ODDD
OPR, California 1400 10th 02/23/2022 - | College Fellows Grant Revenue 12 D00 1190 0 0000
Volunteers S 08/31/2023 Generating OXXX 8XXX
Sacramento, CA $934,177

1. Galaxy Requisition Number: N/A (leave blank if revenue generating)

2. \endor Contact: Name: Sarah Gamaza Title: Grants Monitoring Associate Email Address: Sarah.gamaza@califomiavolunteers ca gov

3. RETURN TO: Name: Dr. Rachel Weiss Title: Dean, Grants Development & Administration  Emaj| Address: fachel welss@n:c edu

4. Initiating Department Manager Name; Dr- Rachel Weiss Title; Dean, Grants Development & )

5. Initiating Department Manager ensure that all A/C information is accurate, and all required documents have been attached: ] Completed

6. After completing this section, email to College Business Services Office. “Include all required attachments BEFORE emailing. See instructions on page 2

“To add any additional notes or comments please use the comment tool. See instructions on page 2.
COLLEGE BUSINESS SERVICES OFFICE SERVICES REVIEW AGREEMENT/CONTRACT:

1. Business Office certifies budget for A/C. Name: Sendy Powell Title: Financial and Technical Analyst
2. College Business Services Office provide a RETURN TO Email Address: [sendy.powel@rec edu
3. After completing this section, email this form to Ariﬁ%ﬁ%w‘wmﬁm
COLLEGE AREA VICE PRESIDENT REVIEW A/C INFO
1. Area Vice President Name: Dr- Lynn Wright Title: VP, Academic Affairs
2. Area VP confirms that all A/C information is accurate, and all required documents have been attached: ] Completed
3. After completing this section, email this form to College Vice President of Business Services.
COLLEGE VICE PRESIDENT OF BUSINESS SERVICES REVIEW A/C INFORMATION & ATTACHMENTS:
1. Vice President Name; Dr- Raymond "Chip" West/Dr. Kristine DiMemmo (on behalf) Tit|e; VP, Business Serivces
2. Vice President confirms that all A/C information is accurate, and all required documents have been attached: [0 Completed
3. After completing this section, email this form to College President
COLLEGE PRESIDENT REVIEW A/C INFORMATION & ATTACHMENTS:
1. President Name:; Dr- Gregory Anderson College: Riverside City College
2. President confirms that all A/C information is accurate, and all required documents have been attached: (] Completed
3. After completing this section, email this form to Budget Analyst. "See instructions on page 2 for correct Budget Analyst
DISTRICT BUSINESS AND FINANCIAL SERVICES REVIEW AGREEMENT/CONTRACT:

1. Budget Analyst confirms budget for Agreement/Contract. Name;Astrid Denunno O Completed
2. Vice Chancellor, Business & Financial Services confirms A/C is signed on behalf of RCCD. Name:Aaron S. Brown O Completed
3. Attach copy of fully signed Agresment/Contract to this form. *See instructions on page 2 for attaching documents.
4. After completing this section, email this form to Purchasing Specialist. "See instructions for correct Purchasing Specialist.
DISTRICT BUSINESS AND FINANCIAL SERVICES COMPLETE PURCHASE ORDER:
1. Purchasing Specialist confirms Purchase Order has been generated. Name; Melissa Griffith
2. Aftach copy of completed Purchase Order o this form. *See instructions on page 2 for attaching documents
3. After completing this section, email this form to RETURN TO address for Initiating Department and College Business Services Office

| & Completed  03/18/2022

[0 Completed |




NEW PROCESS - KEY CHANGES

* Process will apply to all revenue
generating contracts regardless of the

need for signature

* Grants

Subawards

State and Federal Appropriations

Contracts that generate revenue

Others?

This Photo by Unknown Author is licensed under CC
BY-SA



https://en.wikipedia.org/wiki/File:Red_Checkmark.svg
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/

NEW PROCESS — KEY CHANGES

e CTF will no longer be used to process new
grant awards

* New form

* Purpose of the form:
* Determine next steps

* Inform College community of grant
award

* A series of Guiding Questions will be
utilized to ensure that the appropriate steps

are taken

Reset Form

Grant Acceptance/Change in Status
Routing Form

Date:
Routing Person:
Type of Action:
7 New Award Agreement (prime and sub)
Modification/Amendment:
No cost extension [ Additional Funding ] Change in Project Director ' Other
" Other

Project Title (as listed on the award agreement):
Funding Agency/Program (if pass through, list source as well as pass through entity)

Type of Sponsored Project: Type of Funds:
! Grant (including subaward agreements) 1 Federal (CFDA #:-
Centracted Services State
| Categorical /{Other State Funding 7 Local {city and county government)
Sponsorship/Gift Private (corporate and foundation)

Project Supervisor (the individual who will supenvise the project director):
Project Director {if the project director will be hired or assigned at a later time, say TBD)

Award Period: Start Date: End Date:
Amount of Award: Current Fiscal Year: Cumulative Total:

Purpose of Project (brief 1 or 2 sentences, identify program, big picture goals, and activities funded):

| Step 1: Answer the following questions to determine the appropriate action required. |

Guiding Questions / Checkist

1) Is the Statement of Work and Budget still relevant? YESE No :
a. Does the Funding Agency need to be informed? Yes[ No :
2) Are there Conditions of Award to address prior to acceptance? Yes[ No :
a. Date of Address/Resolution:
3) was application reviewed and approved prior to submission? Yes[] No
4) Was budget reviewed and approved prior to submission? Yes No
5) Have there been any changes in circumstance since submission? YesE No
a. Changein staffing Yes[ No

. Significant and unexpected change in Salary or Benefits \"es[ No
Discontinuation of targeted program/project \'as[
. Change in institutional priorities \'ESE
. Other Yes
i. Please describe:

I o |

nano




NEW PROCESS — KEY CHANGES

* Separates Grant Acceptance from Grant
Set-Up
* Acceptance is one process
* Grant Set-up is a second process

* Important to complete the acceptance
tasks in a timely manner

* Set-up is more involved and may take
longer




NEW PROCESS — KEY CHANGES

* Grants Team will initiate the Grant
Acceptance and Set-Up Process
* Acceptance is an extension of the pre-
award process
* Grants Team is in the best position to

determine and complete next steps

* Grants Team will work with Project Teams
to successfully transition the grant from
pre-award to post-award and the Business

Team

* A warm handoff (to use a student success Al ARG e e

term)



http://www.flickr.com/photos/53370644@N06/4976497160/
https://creativecommons.org/licenses/by/3.0/

NEW PROCESS — KEY CHANGES

* All new awards will be signed at the local
level unless otherwise requested by
funding source

* Award agreements signed by AOR at the
local level

* At the college level, the AOR is the
President and/or their designee

* At the district level, the Chancellor has
designated the AOR function to the Vice

Chancellor, Business and Financial
Services, unless otherwise requested by

the funding source




NEW PROCESS — KEY CHANGES

* All new grants will be included in the
Board of Trustees Consent Agenda

under Grants/Agreements/Contracts

 All grants will be reviewed by Board
regardless of amount

* Grants & Sponsored Programs will
submit Board agenda items on behalf of
the District/Colleges once a fully

executed agreement is in place




NEW PROCESS — KEY CHANGES

NEW REVENUE GENERATION / GRANT AWARD SET-UP

* Once there is a fully executed

Type of Grant Funder Award Period
R R Source of Funds | | |

ag reement’ G rant Lead WII I WO rk Wlth CFDA # (if a federally funded grant or subaward) | | ‘ |
Project Team to complete New Grant et outie ol rr | '

Project Supervisor/ Project Director: | |
Set Up form

Please provide the Galaxy Approval Tree for Requisitions

Approval Priority [Approver Name Approval From Amount [Approval To Amount

1] 999,999,999.00 Budget Director

2 999,999,999.00|Area VP over current bid limit
3 999,999,999.00|College FTA

4] 999,999,999.00 | District Budget Analyst

5

* This will ensure Project Team

999,999,999.00
999,999,999.00
999,999,999.00)

involvement in the budget development

process

A Vice President or Vice Chancellor must be included over the current bid limit. If his/her name

is not included at a lower level, please list his/her name here: | |

° Proi ect Team Wi II have the OPPortunity Please note: The approvers in Galaxy will be the same approvers in Concur for Travel Requests
1. How will College receive funding, via invoice, G5 Drawd: apporti etc.

2. What is the Grant term? I:l
rega rd i ng th e i r n eW g ra.nt 3. How often are financial reports needed, quarterly, yearly, end of grant, etc.,? I:l

to learn more about and ask questions

. 4. What is the IDC % for this grant? I:l
* Form has been approved by the Business 5 W mny ot inctvs e there ——

Please list

Cost Objective 1}

Teams
Cost Objective 3

Cost Objective 4]




NEW PROCESS — THREE STEP PROCESS

Step | — Accept the Grant

* Person who receives the grant award

notice sends it to the Grant Lead

* Grant Lead will determine next steps
* Address Terms and Conditions
* Obtain Signature
* Complete Budget Set-Up Form
* Respond to Funding Agency

* Grant Lead will send Award Notice and related

documents to Grants & Sponsored Programs

Step 1 — New Grant Award Acceptance

Grant acknowledgement and acceptance is a crucial step in the new award process. The process by
which grants are accepted depends on the requirements of the funding agency. The District and its
colleges must follow the requirements of the funding agency to accept a grant in a timely manner.

Notices of award are generally disseminated to the person who signed the grant application as the
Authorized Organizational Representative (AOR) and/or the Project Director.

Upon receipt of a new grant award, the recipient of the notice will immediately forward the information
to the Grants Team at the level closest to the award. For example, notices sent to the colleges will be
shared with the college Grant Lead, while notices forwarded to the District will be shared with the
District Grant Team.

Once the respective Grant Lead receives an award notice, they will determine next steps. These steps

may include responding to funding source requirements or questions, informing executive leadership,

and/or obtaining the AOR’s signature. The steps taken upon receipt of the grant award will depend on
award instructions and protocols as set forth by the funding agency.

Using the New Grant Award Acceptance Form, the Grand Lead will process next steps and respond to
the funding agency as requested. It should be noted that some grants will not require acceptance, as the
funding agency views the submission of a grant as equal to acceptance of the grant.




NEW PROCESS — THREE STEP PROCESS

Step 2 — Send to Board

Upon receipt of a fully executed contract
(both parties have signed and/or accepted)
Grants and Sponsored Programs will
submit a Board Consent Agenda under
Grants/Agreements/Contracts

GSP will update Grant Entry in Grant
Navigator

Step 2 and 3 may occur together

Step 2 — Board Review and Acceptance

All contracts entered into by the District and its colleges
must be reviewed and approved by the Board per Title
V requirements.

Upon receipt of a fully executed contract, the
responsible Grant Lead will share the new grant award
agreement with the District Grants Office. The District
Grants Office will then prepare a Board Consent Agenda
item under Grants/Contracts/Agreements for the new
grant award.




NEW PROCESS — THREE STEP PROCESS

Step 3 — Set Up the Budget

Upon receipt of a fully executed contract, Grand Lead will
meet with Project Team to complete New Grant Set-Up
Packet

Grant Lead and Project Team will complete the first 4 tabs,
attaching award agreement, budget, grant application, and
other documents to the Packet

Grant Lead will send Packet to Business Office

Business Office will complete the fifth tab and send the
Packet to BFS

BFS will send a Resolution to Amend Budget to Board (if
necessary) and work with RCOE to set up budget in
Galaxy

Step 3 — New Grant Set-Up in Galaxy

9

All grant funding received by the District must be entered into the District’s Financial Management
System, Galaxy, before funds can be spent.

Upon receipt of a fully executed contract, the respective Grant Lead will work with the Project Director
and other members of the project team to complete the New Grant Set-Up form. The purpose of the
New Grant Set-Up form is to provide the District Business and Financial Services Office with the
information necessary to set up the grant award in Galaxy.

The Grant Lead and the Project Team will complete the first four tabs of the New Grant Set-Up Form.
Specific instructions for completing this form are included with the form. Any questions regarding these
tabs should be directed to the District Grants Office.

Once the first four tabs are completed, the Grant Lead will send the New Grant Set-Up Form to the
appropriate business office. For grants that are awarded to the colleges, the Grant Lead will share the
completed New Grant Set-Up form with the college business office. For grants awarded to the District,
the Grants Office will share the New Grant Set-Up form with the District business office.

The respective business office will then complete the fifth tab of the New Grant Set-Up form, entitled
Budget for Board Resolution. Once completed, the college business office will send the New Grant Set-
Up form and supporting documentation to the District Business and Financial Services (BFS) office. BFS
will use this information to present the new funds to the Board of Trustees.




NEW GRANT SET-UP FORM

First 4 Tabs
* Tab I: Grant Info and Galaxy Approvals

¢ ldentify if multiple Cost Objectives are
required (differentiated by Goal Code)

* Tab 2: Indirect Cost Rate

* Tab 3: Object Codes

* Assign grant budget to appropriate RCCD
object codes

* Use approved budget
* Tab 4: Salary Calculations

* What is a Cost Objective? (eCFR ::2 CFR 200.] --
Definitions.)

Cost objective means a program, function, activity, award,
organizational subdivision, contract, or work unit for which cost
data are desired and for which provision is made to accumulate
and measure the cost of processes, products, jobs, capital
projects, etc. associated with that objective.

At RCCD, separate cost objectives are assigned for:
* Direct aid to students (7000 object codes)

* Direct instructional activities

* Program development/student support services

In addition, separate costs objectives can be assigned for:
* Administrative costs
* Subawards
Other areas that project directors need to track separately



https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-A/subject-group-ECFR2a6a0087862fd2c/section-200.1
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-A/subject-group-ECFR2a6a0087862fd2c/section-200.1

NEW GRANT SET-UP FORM

RIVERSIDE COMMUNITY COLLEGE DISTRICT

hd Th e F ifth Tab INCOME & EXPENDITURES - BUDGET AMENDMENT

* Completed by the Business Office

Year | County | District Date ! Fund
° Sent to BFS 27T YT BowrdMeting Date | 12|
° Used to Set_up the budget in Galaxy Flllgd School Relslo:;ce ng ;;acl) Func Object Amouitglo Ref}‘elz_iz;‘rCodeDescrip‘rion
* If a grant is awarded in time to be 8 E e T E T E BT el
. . . 12 1190 0 XXXX 5220 1,400: :Travel - Conferences
included in the Tentative or Adopted Acud T Non Insirctiona -
. . 12 1190 0 1439 500 Coordina‘rors :
Budget when it is presented to Board, a 12 1o o 3000 10 Employee Bencfis
12 1190 0
separate Resolution to Amend Budget s oy
12 1190 0
item is not necessary 12 190 .0
12 1190 0




IN SUMMARY

* Impact on Project Directors

* Send all new Grant Award Agreements,
Grant Modifications, and other
documents changing the Terms and
Conditions to the Grant Lead

* Work with the Grant Lead to complete
Terms and Conditions requirements and

New Grant Set-Up document

* Ask as many questions as necessary



https://www.universetoday.com/tag/transient-lunar-phenomena/
https://creativecommons.org/licenses/by/3.0/

QUESTIONS???

Grant Leads

Moreno Valley College — Alice Musumba
Norco College — Karina Gigliotti

Riverside City College — Rachel Weiss

District Programs (WED, ED Services) — Laurie McQuay-Peninger
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