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Grant Management Philosophy 
t
he Division of Workforce Education and Development (WED) at Los Angeles Trade-Technical College has made a strong commitment to providing effective grants oversight and monitoring throughout the life of the grant.   To this end, we are establishing--with the publication and distribution of this manual--policies and procedures for grants management and monitoring that adheres to federal mandates contained in OMB Circular A-133.  This plan also encompasses the requirements contained in the federal grants management common rule.   Effective monitoring is not a one-time event, but an ongoing process of planning, implementation, communication, and follow-up.

Therefore, the Division of Workforce Education and Development at Los Angeles Trade-Technical College is establishing a grants monitoring and management program for all state, federal, and private grants for which the department is responsible.   Our goal is to provide the level of oversight and monitoring for grants that will allow us to provide accurate data on grants performance throughout the life of the grant.  Specific objectives are to:

· Provide on-going oversight and monitoring of grants.

· Develop a grants management and monitoring program that will meet the specifics of OMB Circular A-133 and document compliance with program requirements.

· Assure the achievement of the intended purposes of the various grants for which the Division is responsible.

· Identify and track grant results.

· Identify technical assistance needs of staff.

· Ensure timely expenditure of grant funds.

· Prevent fraud and abuse.

· Identify innovative tools and techniques for the achievement of grant objectives.

The Division of Workforce Education and Development at Los Angeles Trade-Technical College expects to manage and monitor grants at several key phases of the grant’s life cycle.  

Pre-Award Assessment:  The initial monitoring will begin with a pre-award assessment of the Division’s and/or prospective Project Director’s abilities and resources to be applied to the grant for the purpose of determining whether the College and/or Project Director can adequately provide the services demanded by the grant.   

Periodic Monitoring:  On-going monitoring will be conducted during the life of the grant.  The types and frequency of the monitoring will depend on the type of grant and includes mandatory monthly, quarterly, and annual reports as specified later in this manual.  Periodic monitoring will include review of the annual reporting required and any other reports as specified in the grant/contract of the sponsor.  Per OMB Circular A-133, monitoring will be risk-based and will consider factors other than grant or award amounts.

Completion of Grant:  A final review of grant activity and accomplishments and spending will be conducted at the completion of the grant.
To create an effective grants management and monitoring program, it is the intention of the Division to devote the necessary resources to accomplish our grant goals.  Resources are understood to include personnel, equipment, and an adequate budget to perform implementation, reporting, and monitoring of grant activities.  While it is not possible to set concrete numbers for resources, it is our intention to provide adequate resources based on the number and type of grants for which the Division is responsible.

Introduction

This Manual presents a brief overview of grant management policies and procedures for administrators and staff who direct grants, contracts, and cooperative agreements awarded to Los Angeles Trade-Technical College and administered by the Division of Workforce Education and Development.  The Manual is intended to be a primary resource for managing grants or contracts. It provides nuts-and-bolts guidance on how to be a responsible and effective steward of sponsor and College funds.

Questions regarding contents of this Manual and/or further explanations needed should be directed to the Vice President or appointed Supervising Administrators assigned in the Division of Workforce Education and Development.
Our goal is to help administrators and staff from the early stages of proposal development through project closeout by ensuring that grants and specially-funded programs are managed appropriately, project objectives are met, and that resulting project expenditures are recorded and administered properly and consistently.  The Grants Office in the Division is responsible for ensuring compliance with College, District, state, federal, and grantor/sponsor policies and procedures relative to specially-funded projects.
The College, in accepting externally sponsored grants, contracts, and specially-funded programs assures its sponsors that project activities are conducted in accordance with the scope of work and that expenditures incurred under these awards comply with applicable sponsor, College, and District policies. This assurance is not possible unless there is a coordinated effort between the Project Directors, College departments, and the Division’s Grants Office to properly administer the sponsored awards.  Below is a description of the roles played and the responsibilities assumed in the administration of sponsored awards by the Project Director, deans, department chairs, the Supervising Administrators, and the Grants Office in the Division.
Reporting Structure

Depending on the size and scope of the grant, contract, or specially-funded program, the reporting structure in most circumstances consists of one of the following:

· Project Director
 reporting to the Vice President with support from the Grants Office in the Division; or


· Project Director reporting to a Supervising Administrator
 reporting to the Vice President with support from the Grants Office in the Division.

In the first reporting structure, the Vice President assumes the responsibilities of the Supervising Administrator.  The specific responsibilities of the Project Director, Supervising Administrator, and of the Grants Office are outlined below.  In addition, responsibilities of other units at the College are also described.
Responsibilities

Responsibility of Project Director
Grants and contracts are awarded to Los Angeles Trade-Technical College through the Division of Workforce Education and Development’s Grants Office and are directed by Project Directors.  In serving as Project Director of an externally funded project, s/he is representing Los Angeles Trade-Technical College and is responsible for upholding the standards of the College.  

The Project Director has responsibility for seeing that this project is conducted as described in the proposal and that the project goals are being met.  And the Project Director has responsibility for performing tasks outlined in the sponsor accepted proposal and for general project administration in accordance with College, District, state, federal, and sponsor guidelines.  S/he is responsible for exercising all the programmatic and technical decisions that affect the sponsored project and for following all research-related requirements, if applicable.  
The Project Director is ultimately responsible to the Supervising Administrator for resolving in a timely manner any overexpenditures or unallowable costs that occur on a sponsored project. When each grant award/account is established at the College, the Project Director's signature on the “Sign-off Form of Review and Understanding of Policies and Procedures by Project Directors” indicates his or her agreement to assume responsibility for project fiscal management and to report any inventions or financial conflicts of interest in accordance with prescribed College policies.

If changes in the original proposal are necessary, discuss the problem and its resolution with the Supervising Administrator. In consultation with the Project Director, The Supervising Administrator will review the award terms and conditions and, if necessary, contact the funding agency for any required prior approvals. Copies of all correspondence resulting in changes in the proposal or funded project should be sent to the sponsor/grantor via the Supervising Administrator/WED Grants Office.   If the Project Director sees that re-budgeting, a time extension, or changes in scope or direction of the project are desirable, s/he contacts the Supervising Administrator for assistance.  Such changes must have approval from the Vice President.

Expenditures must be limited to the budget (by line-item) agreed upon by the College and the funding agency.  Project Directors must oversee all spending and are responsible for any deficits associated with the cost center (i.e., grant or contract account). The Project Director is expected to have complete and up-to-date information on the financial status of the project at all times. Project Directors should monitor cost center(s) and have all errors promptly corrected. The Grant Administrator will assist Project Directors with all special conditions of the grant such as subcontracting, independent contracting, and further interactions with the granting agency. They also review all legal issues resulting from the grant or contract. If further advice is necessary from the District Legal Counsel, the Supervising Administrator who will arrange a meeting. Project Directors are not to contact the District Legal Counsel directly regarding legal issues concerning a grant/specially-funded project.

The Project Director is responsible for preparing all interim and final performance and technical reports for the funding agency, however, all reports sent to the funding agency are to be submitted through the Supervising Administrator. The WED Grants Office will normally prepare all financial reports; if you or your department prepares a financial report, the Supervising Administrator must approve it before it may be submitted.  The Project Director is also responsible for preparing all internal grants management reporting requirements.  Specific reporting requirements of Project Directors are more fully described later in this manual.
In addition, the Project Director is also responsible for financial management of the project by monitoring expenditures and ensuring that project funds are spent in a timely manner within College and sponsor constraints.  If cost sharing (match) is required, the Project Director must ensure that all cost sharing obligations are met and documented.  
The Project Director employs sponsor-approved personnel on sponsored projects in accordance with College and District procedures and personnel forms.
The Project Director must also observe additional stipulations or requirements in the Request for Proposals (RFP) or other sponsor guidelines, in the proposal itself, or in the award agreement or contract.  These stipulations may involve patent or copyright decisions, confidentiality, or publication restrictions.  If the grant is awarded by a federal agency or is flow-through from a federal agency, the federal Office of Management and Budget circulars, OMB A-21: "Cost Principles for Educational Institutions" (including the cost accounting standards) and OMB A-110: "Uniform Administrative Requirements for Grants and Agreements With Institutions of Higher Education, Hospitals, and Other Non-Profits", contain the primary rules governing awards that include federal funds.

Organization and communication are key to grant management and the following are responsibilities of Project Directors related to organization and communication.

Organize

· Set up the internal processes for implementation of the project.

· Develop and maintain a master notebook/file for the project. Included in this file will be: a copy of the proposal, approved budget, operational budget, correspondence, time and expense documentation, contract/time sheets, consultant contracts, invoices, and required reports both by the Division of WED and the sponsor.
· Create a file for each objective of the funded project.

· Document grant activities: program/student records, publicity, evaluation, advisory committee meeting minutes, and related rules and regulations.

· Develop timelines.

Communicate

· Publish specific timelines for project implementation for everyone involved in the project.

· Coordinate with the Public Relations Office for publicity regarding the project and ensuring that all project-related publications include an acknowledgment indicating the external funding agency.

· Keep the Supervising Administrator, Vice President, and applicable campus departments advised of the project’s activities, revisions, and progress on a regular basis (monthly or quarterly, as appropriate).
Responsibility of Chairs, Deans or Directors
Department Chairs and Deans or Directors are responsible for monitoring projects specific to their areas.  This oversight includes signing travel requests for travel to be charged on grants and signing personnel forms for personnel employed on grants.  
In addition, OMB Circular A-110 “Uniform Administrative Requirements for Grants and Agreements with Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations,” requires that educational institutions implement a system designed to promote the shared use of previously acquired equipment or to document that similar equipment is not available for shared use.  Therefore, when Project Directors are initiating equipment purchases, it is the responsibility of the Department Chair, Director, Dean, or Supervising Administrator to determine if similar or like equipment is already purchased, on campus, and can be shared.  This avoids duplication and unnecessary equipment purchases.  The Department Chair is also accountable for all equipment that is assigned to his/her department for meeting equipment inventory reporting requirements.
An area requiring particular oversight is the direct charging of certain costs to federally sponsored grants and contracts.  In 1996, Cost Accounting Standards were incorporated into OMB Circular A-21 “Cost Principles for Educational Institutions.”  The Cost Accounting Standards give direction as to what costs can be directly charged to a federally sponsored grant or contract (including federal flow-through projects).  Therefore there is shared responsibility of the Department Chair, Director, Dean, or Supervising Administrator; the Project Director; and the WED Grants Office to ensure that only allowable costs are charged to grants and “unallowable” costs are covered by other funding sources.
Costs that are, in most cases, unallowable as direct charges to federally sponsored projects include administrative and clerical salaries, office supplies, postage, copying, phone costs (with the exception of long distance charges associated with a project), and Ethernet connections.  These costs are normally included in the facilities and administration (F&A) or indirect cost base and, thus, if charged as a direct cost and as a part of the indirect costs, LATTC has double charged the federal government.   This rule applies regardless of whether the federal sponsor pays F&A costs or not.   
There are, on occasion, exceptions to this rule, based on the nature of the project effort and the level of effort of clerical or administrative personnel required for the project.  Justifications for including these costs on federally sponsored projects must be approved by Supervising Administrator, the Vice President, and the sponsor of the grant and shoul be included in the funding proposal.   Should an audit determine these costs charged to a project unallowable, the responsibility for the costs rests with the responsibility of the Department Chair, Director, Dean, or Supervising Administrator or the College.  Questions related to the federal Cost Accounting Standards can also be addressed to the Supervising Administrator assigned to the grant or specially-funded project.

Responsibility of the Supervising Administrator
The Supervising Administrator in conjunction with staff in the WED Grants Office serves as the primary College administrator for overseeing the design, implementation, monitoring, and outcomes of assigned grant and specially-funded projects.  In that capacity the Supervising Administrator (and assigned WED Grants Office staff) is responsible for the following:
· Ensuring compliance with sponsor, federal, state, District, and College requirements for grants and specially-funded programs

· Negotiating and facilitating sensitive issues in the grant-making and management process
· Developing and overseeing standard terms and conditions for grant awards, agreements, and contracts

· Providing links between program, finance, information technology, administrative, departments, and other College staff so that grant activities are implemented smoothly

· Training staff and both grants procedures and grants management

· Drafting and updating grants management documents

· Conducting ongoing grants administration and program research, including analyses of grant reports and trends

· Implementing and maintaining grants management tracking that follows College work processes while balancing the needs of program staff and compliance

· Creating grants management files that meet legal, auditing, and College requirements

· Scheduling reporting requirements

· Analyzing budget and expenditure reports, monitoring Project Director activities and performance

· Maintaining multi-year grant schedules and monitoring grant balances

· Providing reports, responses to inquiries, and grant histories as requested

· Communicating externally with sponsors and others

· Communicating internally with program and finance staff

· Tracking and processing vendor contracts

· Undertaking special grant management activities as needed

The Supervising Administrator in the WED Grants Office will meet with Project Director(s) at the beginning of the sponsored project and as needed throughout the duration of the project.  Supervising Administrators establish new awards in the College’s accounting system and provide consultation and guidance to Project Directors and to other College offices on issues such as applicable regulations, allowable costs, cost share and match requirements, and cost transfers.  They also assist with re-budgeting requests, no-cost time extensions, and liaison with sponsors to facilitate the financial and technical reporting requirements of the sponsor and the College.   Supervising Administrators approve encumbrances on projects prior to expenditure to ensure the allowability of the expenditure according to sponsor, College, District, state, and federal policies.  This review and approval process includes purchase orders, personnel forms, travel requests, and reimbursement vouchers.
Responsibility of the Principal Investigator
Some grants and specially-funded projects also include a Principal Investigator position/assignment such as National Science Foundation grants involving research or state grants that require program/curriculum development and coordination of faculty within particular disciplines.  The Principal Investigator serves primarily an advisory role in the management and implementation of the grant activities that directly relate to his/her discipline or department.  The Principal Investigator is often directly responsible for either writing or facilitating the development of curriculum and curricular-related activities or research-related activities as specified in the grant proposal.

Responsibility of the Division’s Grants Office
The WED Division’s Grants Office is responsible for providing a number of post-award services associated with the fiscal management of sponsored projects including, but not limited to, establishing the accounting and budget records for sponsored projects, interpreting sponsor and College/District fiscal policies for faculty and staff, working with faculty and staff to provide accurate and timely financial information relative to sponsored projects, monitoring expenditures under sponsored projects for compliance with sponsor and College/District policies and procedures, preparing financial reports to sponsors, carrying out all cash management responsibilities associated with the funding of sponsored projects, and acting as a liaison with other College/District administrative support units, sponsors, and auditors. 

Responsibility of Administrative Services
The Office of Administrative Services is responsible for working with the Supervising Administrator to identify and account for required grant matches or cost sharing, transmitting budget modifications in SAP, and for managing college-wide indirect accounts.
Responsibility of College’s Public Relations Office
External publicity on grants and contracts is made through the Public Relations Office.  Special attention must be given to sponsor guidelines or requirements regarding publicity, and credit must be given to sponsors for their support as required in the grant or contract directives.   
Award Review and Negotiations
On many occasions, a sponsor is willing to fund a project, but only after certain proposal changes are made that are agreeable to both the sponsoring agency and the College.  The Project Director is not the authorized College official.  All changes must be approved by the Supervising Administrator.  Some changes will require approval from other College officials.  Remember the award is made to the College, not to the Project Director or author of the proposal.  Any changes submitted must have the Supervising Administrator’s approval and in most cases the Vice President’s approval.

If a Project Director receives a request from a program officer to make changes to a submitted proposal or budget, s/he directs the Program Officer to contact the Supervising Administrator.  The Supervising Administrator or his/her designee will work with the Program Officer and the Project Director to facilitate appropriate changes.

The most common request from a Program Officer is a change in budget.  A change in budget can also impact the narrative that describes the scope of the project.  If cost-sharing has been approved in the proposal, it will need to be adjusted to correspond with the change in budget.  A reduced budget should also decrease the amount of cost-sharing, or match, promised.

An increase in the required cost-sharing needs to be approved by the funded unit, Supervising Administrator, and the Vice President.  Issues such as intellectual property and equipment ownership must also be resolved prior to signing an agreement.  These issues are resolved by the Dean of the Grants Office through negotiations with the sponsor.
Terms and conditions of the agreement provided by the sponsoring agency are sometimes unacceptable and need to be changed or deleted.  For example, Los Angeles Trade-Technical College is a state agency and is prohibited from agreeing to clauses that require the College to indemnify, give away intellectual properties, or submit to binding arbitration.  The Supervising Administrator is also responsible for negotiation of acceptable terms and conditions.   Occasionally, legal opinion is required from the District Legal Counsel before the College can accept an agreement.

Award Acceptance, Notification, and Account/Grant Set-Up
Notification of an award is generally sent to the Project Director, Supervising Administrator, or Vice President.  If the Project Director receives the notification of award, s/he should immediately notify the Supervising Administrator.  The award must not be signed and returned to the sponsor by the Project Director without the Supervising Administrator review and signature.  The Supervising Administrator will sign the documents as the authorized College official.  If the Grants Office receives official notification of award first, the Project Director will be informed immediately.
The Supervising Administrator will notify the following persons/offices of the award: the Project Director, Dean, Chair/Director.  The Division’s Grants Office will also send award notifications to the Offices of Budget, Financial Reporting, and Public Relations.  

Notification is accomplished by circulating the internal Notice of Award which details the name of the project, project director, funding agency, award number, College account number, award period, amount awarded, revenue source code (source of the funds), cost sharing obligations of the College, method of payment, reporting requirements, and a brief project description.
Project Director’s Meeting

After the award is set up, the Project Director is asked to meet with the Supervising Administrator assigned to administer or manage the account.  At that meeting, the Supervising Administrator provides the Project Director with a grant management requirements checklist and discusses a number of topics to include the following:
· Responsibilities of the Project Director
· Grant file management requirements (e.g., grant notebook)
· SAP authorization 

· Sponsor rules and regulations

· Effect of College regulations on the project

· Travel issues

· Flexibility in allowable re-budgeting

· Personnel issues
· Allowable charges
· Documentation - Cost Sharing, Purchases, etc.

· Audit Requirements

· Award period

· Expenditures

· Supervision Administrator/Project Director meeting schedule

· CalCard issuance, policies, procedures

· Grant monitoring plan

· Reporting requirements
· Conflict of Interest/Financial Disclosure Report Form

· Meeting Record of Attendance

· Volunteer services documentation

· Grant Performance Evaluation Worksheet (every 3 months)
· Grant Expenditure Report (every 3 months)

· Equipment Inventory Report

· Other, as necessary
Setting up the Award

The Supervising Administrator/Division Grants Office obtains an account/cost center for a grant/contract by initiating the following procedures for creating the contract and for establishing an accounting structure and budget for a Specially Funded Program. 

There are separate activities associated with this process: a contract must be generated to accept the funds, the account (Fund and WBS) must be created, and the budget must be established.  Each activity is outlined as follows.

Establish Specially Funded Program Fund (SFP Program) and Budget 

The following process and procedures are provided to establish a new SFP fund (program) and an accounting structure in the SAP system for the duration of the program. 

Assign a New Fund.  Each SFP program requires a new fund in SAP.  A fund is a five-digit code number i.e., fund 10430 is a fund for Matriculation program.  A fund is equivalent to the old legacy Fund + 0 + Program code.  The fund code will be assigned to a new grant by the District SFP Accounting Unit upon receiving the original Budget Transfer Authorization form with the supporting documents.  For any questions concerning the new fund code, please contact Mee Lane Kyon at (213) 891-2158. 
Establish Budget and WBS Elements (Work Breakdown Structure).  Before a budget can be processed, SFP accounts must be setup in SAP.  The account code structure has changed.  College location codes and old legacy activity codes for restricted SFP programs are replaced with a WBS (Work Breakdown Structure) code, also called a Fund Center; for example, the old account number C-1430-2131-6430 now has a new WBS number 10430-C6430 and GL account 213100 (old object code 2131).  The WBS code is used to record expenditures and revenue within a restricted SFP fund.

The setup of original budget for new programs will be processed at the District Budget Office.  Colleges will complete and forward a signed Budget Transfer Authorization and a SFP Fund/WBS Master Data Form with the required supporting documents to the District Budget Office.  When completing the Budget Transfer Authorization form, please make sure to include the WBS code, leaving the Fund blank (location + activity code, i.e., -C6430) on the “Funds Center” column and the GL code (object code + 00) on the “Commitment Item” column.

Forward Budget Transfer Authorization and Supporting Documents to the District Budget Office for Processing.  To establish a new account for a SFP program, the following documents must be forwarded to the District Budget Office: 

· The signed original BTA – Budget Transfer Authorization Form
· The completed MDF – SFP Fund/WBS Master Data Form
· A copy of an award letter, approval notice, or President’s Approved Letter

· A copy of a RFC (Request for Contract) 

*   For existing SFP Agreements, submit original SAP contract number

SFP Contract 

When the College receives an award letter or a written notification from the funding sources, the following are the procedures for initiating a new SFP grant contract in the SAP system: 

· Initiator will complete the Request for Contract form found under the forms section of the website (http://sap.laccd.edu/) (NOTE: If the initiator is already a SAP user with access other than web access, then this step can be skipped).

· The form will be approved outside of SAP and routed to the College Purchasing Aide or designated college contract person who will enter it into SAP as a PO-CO
· The grantee must exist in the system as a vendor.  First search the database for the vendor; if it doesn’t exist, use the Vendor Maintenance Form found under the forms section of the website and follow the instructions, the only exception being that the form can be submitted from the initiator rather than having the grantee create it. 
· Use the following parameters in the PR/PFC: 

· Account Assignment Category: Y – Free Goods 

· The value of the grant must be entered in the line item text (or long text if required) 

· The duration of the grant will be entered into the Long Text of PR/RFC 

· Record the SAP PO document number onto the RFC form and forward it to your 

Regional Procurement Specialist for further processing.

· Provide existing CO # in Long Text for continuing contracts.

Once all required forms are submitted, the District Budget Office sets up budget categories in SAP in accordance with the budget accepted by the sponsor.   The Supervising Administrator completes and sends the LATTC Notice of Award with the approved budget to the Project Director, Budget Office, Office of Administrative Services, and the Public Relations Office.  To view a PowerPoint presentation on the process for setting up budget accounts, click here.  To view a flow chart for the detailed processes employed by the College and the District for establishing grant fund/cost centers and budgets click here.  And to view a flow chart of District and College budget transfer processes for SFPs click here.
The proposal budget, once approved by the funding agency, forms the basis for the College account set up.  This account consists of direct costs and F&A costs (formerly know as indirect costs).  Only direct costs are available for the management of the grant/contract project.

1.
Direct costs are classified as those that can be identified specifically with a particular sponsored project and can be directly assigned to specific sponsored projects easily with a high degree of accuracy.  A direct cost is one that is of distinct and genuine benefit to the work of the project.  In order to charge a cost directly to a project, the goods/services purchased must be used for the project, be permitted by the sponsor, and the costs incurred during the performance period of the project.  Direct costs include salaries and wages of personnel rendering specific services under the grant or contract, related fringe benefit expenses, as well as supplies and materials, travel, services, and equipment procured for specific use on the project.   
2.
Facilities and administrative costs (formerly known as indirect costs) are awarded by the funding agency to support costs that are incurred for common or joint objectives and cannot be identified readily and specifically with a particular sponsored project.    Trade-Tech utilizes the federally approved F & A rate for the District which is calculated at 40% Modified Total Direct Costs (MTDC). [Note: A copy of the federal indirect authorization letter is available on the Division of Workforce Education and Development Grants Office website.]  This means that the F&A rate is applied to all direct costs in the budget with the exception of equipment costs and partial subcontract costs.  The rate is applied to the first $25,000 of each subcontract listed in the budget.  
Funding agencies may sometimes limit the amount they will pay in F&A (or indirect) costs.  Trade-Tech policy, however, requires the College to recover the full amount of indirect costs owed to the fullest extent possible.  Only in exceptional cases is a F&A rate applied that is lower than the federally negotiated rate.  Final negotiation of the F&A cost rate is ultimately handled by the Vice President of Workforce Education and Development.  Partial or no award of our F&A costs may constitute a cost-sharing arrangement which the College may decline.  
A portion of the F&A cost recoveries (F&A charged to the sponsored project) is distributed between the Department implementing the grant/contract with a portion returned to the College and a portion returned the WED rants Office’s for further grant development and support activities.  Individual accounts are set-up for F&A (or indirect) funds distributed to each of these three entities.  The Department and WED Grants Office indirect accounts are managed by the WED Grants Office.  The College indirect account is management by Administrative Services.
Budgetary Restraints - Allowable and Disallowable Costs 

Sponsor agencies have differing restrictions and guidelines for determining the allowability of expenses.  Cost regulations may vary significantly.  Therefore, specific agency guidelines and/or contract terms and conditions must be followed.  The WED Grants Office monitors the accounts to determine which expenses are permissable according to the terms and conditions of the grant.  In instances where agency and specific grant terms and conditions differ, the specific grant terms and conditions have pre-eminence.  However, since educational institutions and most state agencies must follow the Office of Management and Budget's (OMB’s) "Cost Principles for Educational Institutions" (Circular A-21), common elements may be summarized as general guidelines.  

Grant and Contract Restrictions 
Grant restrictions may range from a simple statement that funds must be spent within a certain time period to a strict prohibition against the use of funds for any expenditure not specifically outlined in the approved budget.  While it is impractical to outline all the various restrictions which may apply to a grant or contract, the following summary provides some restrictions and policies which are generally applicable to federal grants, federal contracts, and non-federal awards.

Federal Grants
Unless specifically prohibited as a condition of the award, most granting agencies permit a certain amount of flexibility in the use of funds.  Generally speaking, budget categories such as communications and supplies can be interchanged without agency approval; however, all sponsors place some constraints on re-budgeting.  For example, the cost of an item that does not fit into a previously approved budget category or a charge which may result in an over expenditure of funds in a restricted category may require the written approval of the appropriate agency official before the expense is incurred.  Other sponsors have chosen to retain this authority and must be contacted for each re-budget request.  This is particularly true when the award is a federal contract (discussed below) as opposed to a federal grant.  Federal agencies require that all requests for supplemental funds and/or administrative and financial revisions be countersigned by a College official.  Such requests must be submitted in coordination with the Supervising Administrator.

Federal Contracts. A careful review of the special provisions in the contract should be made by the Project Director to familiarize him or herself with any administrative restrictions which may be applicable. Cost-reimbursable agreements require periodic billings for actual costs incurred by the District Office.
Non-Federal Awards.  The requirements for the numerous non-federal sponsors may vary so widely that only general advice can be provided:

· The conditions applicable to the grant or contract should be reviewed prior to making any commitments;

· The Project Director should become familiar with the general policies of the Agency;

· Los Angeles Trade-Technical College and Los Angeles Community College District regulations must be followed;

· The Supervising Administrator should be consulted if any questions arise or if clarification is needed concerning the administration of the project.

Receiving Payment From a Grant or Contract
The District Office works closely with the WED Grants Office to request funds and to prepare and submit all requests for reimbursement and financial reports. 

If for any reason the Project Director receives a check from the sponsoring agency at the same time that the award letter is received, the check should be given to the Division’s Grants Office for processing.
Each granting agency should be setup in SAP as a customer by WED Grants Office to facilitate the periodic billing and invoicing for reimbursement of program expenditures.  All the agencies are classified into federal, state, and local programs. 

When the College receives payments from the agencies, the College Business Office should forward them to the District SFP Accounting Unit for posting incoming payments against customer accounts. 


Managing/Monitoring Expenses

Project Directors are responsible for ensuring that all expenses charged to the grant or contract are appropriate and do not exceed the available funds. While the Grant Administrator and/or Division’s Grants Office is available to help Project Directors administer account, the Project Director is the primary resource for tracking project expenses in the SAP system. To sign up for an account, complete an SAP HR User Authorization Request and submit to the Supervising Administrator for Approval. To learn how to use the SAP system sign up for SAP Training sessions from the District Office, click here for the District training schedule.
Expenditures may not be made against the grant prior to the account being activated nor prior to the beginning of the grant period unless the sponsor specifically permits pre-award costs.  The account number must be used at all times and for all purposes, from purchasing supplies and materials to hiring personnel. 

Purchase requests for equipment, supplies, printing, contractual services, travel, and construction are generated in SAP.  Once assigned security and approval codes, authorized personnel may generate and approve purchase requests, and generate general ledger (i.e., budget) reports through SAP at any time and for any time period.

As expenditures or encumbrances are made, the general ledger report is updated automatically in SAP.  However, at any point in time these reports may not reflect the most recent balance in the account because of mistakes in data entry or only periodic updates by some offices, such as the Post Office, Telephone Services, Printing, or Payroll.  Therefore, in a manner comparable to balancing one's monthly bank account, the Project Director should reconcile the difference between what has been paid, what has been encumbered, and what one believes will be charged against the grant that month.  This will provide a more accurate reading of the grant balance.  

In order to generate a copy of the grant/contract budget once an account (e.g., fund/cost center) has been established, the Project Director or a designee can generate a general ledger report through SAP-Business Warehouse.  The f01 – Budget Availability by Funds Center & GL report is useful in that it lists actual, to-the-penny expenditures and encumbrances in summary format.  Below is a list of the reports available in SAP-Business Warehouse that are commonly used and the type of information included in each report.
	SAP-BW Report
	Information Available

	f01 - Budget Availability by Funds Center & GL
	For each GL - amount budgeted, committed, spent, and available for current year is provided.

	f07 - Budget and expense history for FYs
	For each GL - amount budgeted and spent for each year requested; amount available in current year

	f08 - Expenses by month for FY
	For each GL - amount budgeted for year, total amount spent year-to-date; amount spent each month

	f10 - Transactions (actuals)
	For each GL - reference number, vendor, and amount of each transaction charged

	f11 - Transactions (actuals and commitments)
	For each GL - reference number, vendor, and amount of each transaction charged or committed

	f12 - GL detail (actuals)
	For each GL - detailed information of each transaction processed

	f41 - Asset detail info
	For the Fund/Cost Center (for each the time period specified) - a listing of assess purchased including inventory number, description, serial number, and vendor number.


Budget line-item transfers

The extent to which a budget may be modified once an award has been accepted varies from agency to agency. For example, some contracts do not allow for rebudgeting without prior approval; whereas some federal research grants allow for a great deal of budget flexibility. Keep in mind, however, that significant budget revisions, while strictly speaking might be allowable under the terms and conditions of an award, may in practice also represent a change in the scope or objectives of the project that requires sponsor prior approval. For that reason, always contact the Supervising Administrator for approval prior to deviating from the budget.
Purchasing equipment and supplies 

Purchase of goods and services for sponsored projects must comply with both the overall intent and specific detail of the sponsor’s regulations as well as with College and District purchasing policies.  Procedures for purchasing on sponsored projects are generally the same as for other College projects or purchases.  Refer to the following documents on prior to purchasing equipment and supplies to familiarize yourself with College and District policies and procedures:  Procurement Considerations for Specially Funded Programs, Noncompetitive Procurement, and Guidelines for Distinguishing Between Supplies and Equipment, Authorization to Pay/Confirmation of Purchase Orders.  These documents are available on the Division’s Grants website at http://www.lattc.edu/dept/lattc/WED/WEDGrants.html
If you plan to purchase equipment from your grant account, early discussion with the Division’s Grant Office is recommended.  Staff will explain how to keep records at each stage of the process, including recording your rationale for the method of securing equipment, the basis for determining contract price, and the method of selecting a vendor.

The process and approvals required for the purchase of equipment and supplies varies based on the size of the purchase.  The following table generally outlines purchasing policies and processes.
	Purchase Size
	$ Threshold
	Processing
	Bidding
	Approval
	SAP Authority

	Micro
	< or = $2,500
	PR Submitted - PO Entered by College in SAP
	Not Required
	PR Signed by President & VP Admin Svcs
	VP Admin Svcs

	Small
	$2,501 to $4,999
	 PR Submitted -PO Entered by College in SAP
	3 Quotes*
	PR Signed by President & VP Admin Svcs
	VP Admin Svcs

	Medium
	$5,000 t0 $72,400
	PR Entered by College Procurement Specialist (CPS)
	3 Quotes**
	PR Signed by President & VP Admin Svcs
	VP Admin Svcs and CPS

	Large
	$72.400 or >
	RFC By District Contracts & Purchasing Division
	Formal Bid Process
	DO Purchasing Agent or Contracts Mgr
	DO Purchasing Agent or Contracts Mgr

	* Record of solicitation kept in original transaction filed (e.g. internet research; catalog; vendor contact via email, phone, fax)

	** Quotes submitted with a PR/RFC; PR requires conversion by College into PO, RFC requires conversion by CPS into Contract Order CO


An overview and the process used for each type of purchase--micro, small, medium and large, is available on the Division’s Grants website at http://www.lattc.edu/dept/lattc/WED/WEDGrants.html. 
Federal grant regulations require that equipment items over $5,000 with an expected life over one year must be competitively bid. When a competitive bid process is required, the District Contract’s Office will assist you. Please allow ample time for the bidding process if applicable.

The Division’s Grants Office will also advise you on regulations for the ownership, use, management, inventory, sale and disposal of equipment bought with funds from a grant or contract. Supplies and equipment ordered are delivered to Receiving, assigned an inventory number if appropriate, and then delivered to departments. Check all orders upon receipt.

If you purchase items and pay for them yourself (up to $250.00 only), complete a Revolving Fund Reimbursement Request, sign and attach the receipt(s), and then send them both to the Supervising Administrator for approval.  Once approved the request is forwarded to Administrative Services.
Supplies are purchased through Office Depot or other approved vendors using a Purchase Request Form.  To purchase supplies from an entity that is not already an approved vendor, contact the Division’s Grants Office for assistance.  The grant program title must be clearly identified on Purchase Request Forms.
For sponsored projects (in accordance with the College’s F&A Rate Agreement), “equipment” is defined as an article of non-expendable, tangible personal property having a useful life of more than one year and an acquisition cost of $2,500 or more per unit.  Items not meeting these criteria are considered consumable supplies on most federal grants.   (The College tags all equipment purchases).   It is important to plan ahead when purchasing equipment since the procurement process may require competitive bidding and may take several weeks.

Expenditures for general purpose equipment such as office furniture, copiers, motor vehicles, etc., are unallowable as direct charges by federal sponsors and most other sponsors, except where the expenditure is primarily for the sole benefit of the project and the expenditure has advance sponsor approval.
Orders for supplies or equipment must be placed well in advance (60-90 days) of the grant expiration date to ensure delivery.  Items not received during an award period are not of benefit to the project and can be disallowed on audit.  It should be noted that many federal agencies disallow the purchase of equipment in the last 6 months of a project. Anticipate your needs and begin the purchasing process early in the project period.  Making large equipment or supply purchases near the end of the grant simply to exhaust funds is an unacceptable practice.
Generally, equipment purchased with federal or state grants may be used by Trade-Tech faculty, staff, or students for projects associated with the College as long as needed, regardless of whether the project continues to be federally or state funded. If the equipment is no longer needed for the original project, it may be used in other activities currently or previously supported by federal or state funds. In some cases, however, title in equipment purchased with grant funds may rest with the sponsor; in such a case the equipment must be returned to sponsor upon conclusion of the funded project. Note also that equipment purchased by federal or state grants may not be used to provide services for a fee allowing unfair competition with a private company that provides equivalent services.

All equipment will be tagged by Receiving with a general LATTC inventory tag.  In addition, all specially-funded assets must have an additional inventory tag utilized for that grant source only (see Asset Management Procedures for more specific details).  Therefore Project Directors of grants or contracts that will incur equipment expenses must request pre-numbered, self-adhesive inventory tags with the funding source clearly visible and must establish a computer inventory program designed to track those items. For more information, contact Receiving at 213.763.3614.  For more information on Receiving refer to the “Receiving and Acceptance of Procured Items” document available on the Division’s Grants website at http://www.lattc.edu/dept/lattc/WED/WEDGrants.html.
The procedure for the disposal of equipment purchased with a grant or contract is the same as for other college property. More information on equipment disposal is available on the Division’s Grants website at http://www.lattc.edu/dept/lattc/WED/WEDGrants.html.  Contact Administrative Services for further assistance.
Equipment Custody Policies and Procedures.  Trade-Tech policy stipulates that College-owned, grant-purchased equipment cannot be taken off campus without the written permission of the Supervising Administrator. All inventoried equipment must be returned to the College at the end of the project and is the property of Trade-Tech and not the Project Director or any sub-contractees of grants.
Supplies and Equipment Record Keeping Requirements.  
Project Directors are required to keep/maintain the following documentation in the grant notebook/file at all times (note: these items are routinely requested for auditing purposes).

For non-payroll expenditures (supplies) maintain an original and 1 copy of the following:
1) Signed/approved Purchase Requisition and signed/approved Purchase Order 
2) Receiving report, or packing slip, or SAP screen shot with Goods Receipt reflected 
3) Invoice approved/signed if appropriate
4) Checks - District Office is to keep and provide check copies 
5) Cost or price analysis or justification for non-competitive purchase (subject to specified dollar thresholds per the District policy)
6) Support for non-suspension or debarment of vendor (subject to specified dollar thresholds per the district policy)
For equipment purchases maintain the following documents/information:

1) Purchase Order
2) Invoice
3) Delivery ticket
4) Location of each item (for physical inspection)
5) Complete inventory listing of all equipment above $5,000 per unit (District policy) and $2,500 per unit (College policy).  An LATTC Equipment Inventory Report must be maintained at all times and updated monthly.  The inventory report is available on the Division’s Grants website at http://www.lattc.edu/dept/lattc/WED/WEDGrants.html.
Consultants

A consultant is an individual hired to give professional advice or services for a fee.  The use of paid consultants may be warranted when the project requires expertise of a well-defined nature for a fixed period.  Consultants may not be LATTC employees and should be hired for tasks where on-campus expertise does not exist or is not readily available.  Use of consultants should be requested (named) in the proposal and approved by the sponsor.  At the proposal stage, the Supervising Administrator is responsible for obtaining the following information and incorporating the information into the proposal:

· Consultant name

· Description of services to be performed

· Number of days or hours of consultation anticipated

· Expected rate of compensation 

· Curriculum vita for the consultant

· Whether the consultant will be paid travel expenses

Sometimes a sponsor may also require a letter from the consultant confirming his or her role in the project.  The Supervising Administrator must also determine that the consultant’s fee is commensurate with the qualifications of the consultant and the nature of the services provided (OMB Circular A-110 procurement guidelines).  The maximum daily rate a consultant can be paid on sponsored projects is set by the federal government and any deviation from this rate must have justification and documentation in the sponsored project file.
There are two types of contract for services as follows:

· Personal Services – routine labor for which NO special training, education, certification or license is required.

· Professional/Specialized Services – legal, administrative, auditing, payroll processing, design and engineering, medical and other specialized services requiring high level of independent judgment, expertise, or discretion.
The process and approvals required for contracted services varies based on the size of the contract.  The following table generally outlines contracting policies and processes.

	Contract Size
	$ Threshold
	Processing
	Bidding
	Approval
	SAP Authority

	Small
	< $5,000
	STA* Completed and Entered by College CPS in SAP
	3 Written Quotes
	STA Signed by President & VP Admin Svcs
Board Ratified within 60 days
	CPS

	Medium**
	$5,000 t0 $72,400
	RFC  Entered by CPS in SAP
	3 Written Quotes
	RFC Signed by President & VP Admin Svcs
Board Ratified within 60 days
	VP Admin Svcs and CPS

	Large**
	$72.400 or >
	RFC By District Contracts & Purchasing Division
	Formal Bid Process***
	DO Purchasing Agent or Contracts Mgr
Require Board Approval BEFORE Processing
	DO Purchasing Agent or Contracts Mgr

	* Short Term Agreements; services for one year or less, STA can only be amended through RFC and processed by CPS; STA cannot be amended for term beyond one year or amount to exceed $5,000
** Contract cannot exceed 5 years
***Special Services/Professional Services contracts are exempt from bidding


Consultant services over a certain amount must be competitively bid unless a "sole source" justification is approved by the District Contracts Office and the Board of Trustees or the consultant is specifically written into the proposal and approved by the sponsoring agency.
There are several procedures to follow when initiating the hiring of a consultant.  Prior to engaging in any contracting activities, refer to District and College policies and procedures on contracting.  In particular familiarize yourself with the following documents: Education Code on Delegation of Authority to Obligate The Community College District, Procurement of Special and Professional Services, and Short Term Agreements and Contracts for Services available on the Division’s Grants website at http://www.lattc.edu/dept/lattc/WED/WEDGrants.html.  The following are particular policies regarding contracts for consultant services.
- The actual agreement or contract for the consultant will be written and executed by District Contracts Office, with a copy forwarded to the Supervising Administrator.   The contract will name the consultant, his or her responsibilities, the performance period, the rate of pay, and the maximum number of days or pay the consultant may receive.  In addition, the contract will provide invoicing details for the consultant.

· An original invoice or memorandum by the consultant requesting payment also needs to be submitted in accordance with the consultant agreement or contract.
Trade-Tech does not allow consultants or contractors to subcontract to others without prior approval and as specified in the original grant proposal.  In addition, some sponsors/funders may require their approval of any consultants or contractors retained.
Personnel on Grants

To be efficient and to comply with all College and District personnel hiring practices, it is best to get advice on hiring from the Supervising Administrator who can answer many questions, advise on the best way to hire personnel in accordance with the project’s budget, direct the proper office to effect the hiring, and provide correct forms. Hiring can take several months, so begin this process as soon as possible. For Trade-Tech to remain compliant will all federal and state laws and regulations, an individual may not begin work on a funded project until the District has approved the individual to be hired. As you plan to hire personnel, remember that the proposal budget was based on estimates of salary and fringe benefits, but the cost center will be charged the actual amount. If this is less than what was included in the proposal, there is no problem, but if it is more, then provisions must be made to prevent a deficit in the account.

Los Angeles Trade-Technical College supports Equal Opportunity and Affirmative Action principles, practices, and programs.  Trade-Tech recruits, hires, and promotes qualified persons in all job classifications without regard to race, color, religion, sex, national origin, age, political affiliation, marital status, sexual orientation, or handicap.  In addition, Trade-Tech administers all matters affecting personnel, including salaries, benefits, College-sponsored training and education, and social and recreational programs on the same basis of non-discrimination.
Individuals new to Trade-Tech must complete appropriate hiring paperwork prior to the commencement of work.  Individuals may not begin working without having the specific source of funds identified to cover their wages and clearance from the Personnel Office.

Hiring policies and procedures, and employment documents are available on the Academic Affairs hiring website at:  http://www.lattc.edu/dept/lattc/acaaffairs/hiringhome.html.
Faculty.  Consultation from current Trade-Tech faculty or staff is usually considered to be a courtesy and does not include financial compensation. Please note that as a rule federal funds may not be used to pay supplemental salary to faculty for consulting or overload services during the academic year.  If a faculty member puts extensive time into a grant or specially-funded project, such as Principal Investigators, that person should be compensated hired directly using one ore more of the following methods.

     Reassigned Time

Reassigned time is processed by Supervising Administrator by entering a Leave in PCR for faculty and staff members given release time from their normal duties.  It must have the approval/signature of the appropriate Chair/Director, Dean, and the Vice President.
The Reassigned Time Form ensures that payroll charges will be moved from the departmental account to the appropriate grant account.  Transfers are completed by the Division’s Grants Office near the end of each semester.
Departmental funds normally budgeted for payroll charges are then available for reallocation in accordance with LATTC policies and procedures.  (These funds need to be spent prior to the end of the fiscal year.)

    Additional Assignments

Additional assignment pay must be approved by the sponsor and/or included in the original grant proposal.  If a faculty member is to receive special payment above his/her regular salary, the College/District policies and procedures of initiating and selecting such positions (e.g., Instruction on Special Assignment/Consulting Instructor, Academic Development Grantees, and Adjunct on Ancillary) must be implemented.  Such policies and procedures are available on the Academic Affairs Hiring website at:  http://www.lattc.edu/dept/lattc/acaaffairs/hiringhome.html.
    Hiring New Faculty Positions on Grants

   
Faculty may be paid on grants as either full-time or part-time faculty.  The Supervising Administrator should be contacted for assistance with faculty position types and for assistance in completing the selection and hiring process.

Technical and Clerical Employees Working Exclusively on Grants.  New technical and clerical-related full-time or part-time staff working exclusively on grants must be hired in accordance with Personnel Commission policies and procedures pertaining to Specially-Funded Program (SFP) positions.  Policies and procedures for the selection and hiring of SFP positions is available on the Academic Affairs hiring website at:  http://www.lattc.edu/dept/lattc/acaaffairs/hiringhome.html.  
Technical and Clerical Employees Working Overtime on Grants.  Technical and classified personnel employed on a full-time basis by Los Angeles Trade-Technical College may not work overtime on federal grants.    A technical/clerical person may have his or her time reassigned or may be allowed to work overtime or compensatory time (except on federal grants and contracts).  However, overtime pay and compensatory time is subject to approval of their supervisor, Dean/Director, as well as the appropriate Vice President.  To process overtime pay, complete and submit an Overtime Request Form.
Students.  Any student presently receiving financial aid may need to have his or her financial aid package adjusted upon acceptance of employment.  Under most financial aid support, the students are permitted to earn only specified amounts. Exceeding those limits calls into question the need for financial aid.  For this reason, the Project Director must notify the Financial Aid Office of any student hired.  The notification should be in writing and should include the name of the student, social security number, and an estimate of the amount of money the student will earn over a given period of time.  Policies and procedures for hiring students is available on the Academic Affairs Hiring website at:  http://www.lattc.edu/dept/lattc/acaaffairs/hiringhome.html.
Volunteers.  The College is authorized to use the services of volunteers willing to serve without pay as nonteaching aides to assist the certificated, administrative, and teaching personnel of the District.  Any person serving without compensation as a volunteer must be under the supervision and direction of a certificated administrative or teaching personnel at the College.  If engaging volunteers to implement a grant, contract, or specially-funded project, familiarize yourself with the following:

· District Policies and Procedures for Volunteers
· Board Rule ARTICLE XVIII – Volunteer
· LACCD Volunteer Intern Agreement
· LATTC Volunteers’ Time Record (required record if using volunteer’s time as a grant match)
Benefits

Personnel Benefits (e.g., F.I.C.A., retirement, health insurance, etc.) for positions of .50 FTE or higher are charged to the account/cost center for grant personnel hired.  Benefits are charged to the grant account at a rate established for each specific employee group (the employee benefit rate schedule is available on the Division’s Grants website at: http://www.lattc.edu/dept/lattc/WED/WEDGrants.html. Temporary/hourly positions do not receive health insurance but mandatory FICA contributions are charged to the grant account/cost center.  For the current FICA contributions rate, refer to the benefit rate schedule available on the Division’s grants website at http://www.lattc.edu/dept/lattc/WED/WEDGrants.html.
Personnel Record Keeping Requirements.  

Project Directors are required to keep/maintain the following documentation in the grant notebook/file at all times (note: these items are routinely requested for auditing purposes).

For payroll expenditures, maintain the following documents/information for the specified pay period:
1) Timesheet for the specified payroll cycle
2) The monthly LATTC SFP Time and Effort Report
3) Any absence certification form to support any sick or vacation time (if applicable)
4) Substitute form (if applicable)
Travel 

Travel may occur under a sponsored project, subject to District travel regulations and to those established by the funding agency.  As a general rule, the funding agency, including the federal government, will accept the District's policy for determining the level of reimbursement permitted for various types of travel charges against a project.  In the event a sponsor has imposed more stringent restrictions, the funding agency's rules prevail.

The category of travel is often a restricted area on grants and contracts.  It is, therefore, of primary importance that the Project Director verify that travel is a justifiable expenditure for her or his project.  Generally, travel which provides a direct benefit to the project and staff is an allowable charge.  However, funds for travel should be listed in the grant or contract proposal and approved by the sponsoring agency before the expenditure is incurred.

The District’s travel guidelines are located at http://www.laccd.edu/faculty_staff/extranet2/documents/ConferenceAttendance-ReimbursementProcedure.pdf and the College’s travel policies and procedures are available at: http://www.lattc.edu/lattc/staffdev/directions.htm.  Before a trip is taken, a Request for Conference or Activity Attendance, which reflects cost estimates, must be circulated for approvals.  After being completed the form must be signed by the Supervising Administrator and the other signatories specified on the form.  Funding for travel expenses may be advanced by completing and submitting a Request for Travel Advance (for student travel, use the Student Advance Form).

Upon completion of travel, a Travel Expense Claim (for student travel use the Student Expense Form) must be prepared and backed up with original receipts.  Attach a copy of the approved Request for Conference or Activity Attendance. Reimbursable expenditures may not exceed the estimated cost of the trip approved on the Request for Travel.  For local travel where only mileage expenses are incurred, complete and submit a Mileage Expense Claim.
Out-of-state and foreign travel is subject to special restrictions.  Therefore, plans for out-of-state and international visits should not be made without checking the policy of the funding agency.  Some agencies require prior written approval for international travel before the trip is taken.  For out-of-country travel, all questions should be directed to Administrative Services before travel plans are made.  

General Policies and Procedures

Drug-Free Workplace Act
The Drug-Free Workplace Act of 1988 was enacted to ensure that recipients of federal grants and contracts maintain a drug-free workplace and prohibits the unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance in the workplace.
In accordance with Section 22 of the Drug-Free Schools and Communities Act of 1989, Los Angeles Trade-Technical College strives to maintain a drug and alcohol free campus for its students and employees. The unlawful manufacturer, distribution, dispensation, use or possession by students and college employees of illegal controlled substances or alcohol in all buildings, property, facilities, service areas, or on District business is prohibited (per Board Rules regarding Standards Of Conduct, Section 9803.19).  The College maintains a drug and alcohol free awareness policy to inform students and employees about the dangers and health risk of drug and alcohol abuse in the workplace, on the campus and during college sponsored activities. Students and employees are informed of the sanctions that will be imposed for policy violations and the availability of drug/ alcohol counseling, treatment and rehabilitation assistance. This information is distributed yearly to all students and employees through the College’s catalog and is available online.
Intellectual Property
Los Angeles Trade-Technical College follows the guidelines outlined in Article 41 of the AFT Agreement with regard to ownership of materials and utilization of revenues derived from the creation and production of intellectual property.

Issues regarding intellectual property are becoming increasingly important as more and more faculty and staff produce intellectual property that has patent, copyright or commercial potential. Because there are important legal and financial ramifications from the topics discussed here, Project Directors are required to rely on the Supervising Administrator for assistance in protecting individuals’ rights, as well as the rights of Trade-Tech and the District. This is particularly true at the time when the terms of a grant or contract are being negotiated. Decisions and agreements reached during the negotiations stage will determine the later ownership of intellectual property resulting from the project.

As part of good professional practice and to provide records documenting the ownership of intellectual property, faculty working on grants that may involve intellectual property rights should keep a bound notebook (with pre-numbered pages) including a daily log of grant activities. 

Property Rights In Relation To External Sponsors

Whenever there is a possibility that an externally funded project will result in intellectual property, it is imperative that the ownership of the property be negotiated prior to the College accepting the award.  These negotiations are critical because the College will be bound to adhere to the terms of the agreement it signs. In most cases, Trade-Tech is interested in retaining the intellectual property rights, but the sponsoring agency may have different ideas.

Throughout the project, the Supervising Administrator should be involved in decisions regarding intellectual property, which includes, but is not limited to, any invention, discovery, trade secret, technology, scientific or technological development, computer software, or other written or recorded creation.  In addition , the Supervising Administrator should consult with District Legal Counsel on all such matters.

In regard to copyrightable materials, the College desires to accept grants and contracts for projects that have the goal of producing results that will be freely available to the public by means of publication, presentation, or whatever other means is appropriate to the particular discipline governing the project.

Thus, the College prefers that contracts and grants clearly retain for the faculty full and free rights to determine what they shall publish. Provision for brief delays in order to file for patents is not contrary to this policy.

Dissemination and Publication
Project Directors are encouraged to share the results and products of their project with the public.  Formal written policies relating to publication will vary with the funding agency/sponsor.  To publish material such as brochures, fact sheets, flyers, postcards, catalogs, schedules, promotional novelties, signage, posters, newsletters, invitations, and certificates, consult with the Public Relations Office. As a general rule, publications resulting from sponsored projects should always be footnoted to show the source of support and should include the proper acknowledgment of District and College officials and administrators.  Individual agency policy should be followed in acknowledging support.
Confidentiality
Since the College is an open, intellectual community, it is difficult, if not impossible, to guarantee a sponsor any degree of confidentiality about data supplied by the sponsor or generated by research projects.  Hence, the general operating policy of the College is to resist any attempts to impose confidentiality rules in a grant or contract.
Conflict of Interest Disclosure

Key personnel involved in grants, contracts, and specially-funded programs must complete a Conflict of Interest/Financial Disclosure Report and file it with the Division’s Grants Office.  Significant financial interests of key personnel and their spouses and dependent children that would reasonably appear to be affected by the project must be reported. If, after review by the Supervising Administrator a potential conflict exists, the Vice President will review the Report Forms and recommend action to the President. Note: report forms must be updated annually by October 1 or when additional potential conflicts arise during the year.
Trade-Tech policy defines a “significant financial interest” as one or more of the following circumstances:


· When taken alone or together, a College employee, their spouse, any dependent children, are now receiving or anticipate the receipt of income exceeding $10,000 in salary or other payments for services such as consulting fees, honoraria, stipends, or royalty payments over the next 12 months (excluding salary from the College) funded by the grant, contract, or specially-funded program. 
· When taken alone or together, a College employee, their spouse, any dependent children, are now receiving or anticipate the receipt of equity interests exceeding $10,000 in value or representing more than a five percent (5%) ownership interest in any single entity in the next 12 months receiving funds from the grant, contract, or specially-funded program.     
· A College employee participates (as an officer, director, partner, trustee, employee, advisory board member, or agent) in an entity funding or reasonably anticipated to provide funding of goods and/or services to the project or in an entity receiving funding or reasonably anticipated to received funding for goods and/or services from the 
 grant, contract, or specially-funded program.

Audit Requirements 
All federal and state-supported projects are subject to financial review by internal and governmental auditors as well as the sponsor.   Auditors and the College must follow federal guidelines contained in instructions (or Circulars) issued by Office of Management and Budget (OMB).  These circulars are designed to ensure that funds received from government-supported projects are properly managed and spent.

Project Directors are required to accurately and properly document College cost-sharing.  A copy of such documentation must be forwarded to the WED Grants Office for storage in the official project file.  The commitment to and documentation of cost sharing are subject to verification by an auditor.
As stated elsewhere in this manual, the following documentation is required to be kept at all times by the Project Director in the grant notebook/file.

For non-payroll expenditures (supplies) maintain an original and 1 copy of the following;
1) Signed/approved Purchase Requisition and signed/approved Purchase Order 
2) Receiving report, or packing slip, or SAP screen shot with Goods Receipt reflected 
3) Invoice approved/signed if appropriate
4) Checks  - District Office is to keep and provide check copies 
5) Cost or price analysis or justification for non-competitive purchase (subject to specified dollar thresholds per the District policy)
6) Support for non-suspension or debarment of vendor (subject to specified dollar thresholds per the district policy)
For payroll expenditures, maintain the following documents/information for the specified pay period:
1) Timesheet for the specified payroll cycle for salaried or hourly employees
2) The monthly LATTC SFP Time and Effort Report
3) Any absence certification form to support any sick or vacation time (if applicable)
4) Substitute form (if applicable)
For equipment purchases maintain the following documents/information:

1) Purchase Request
2) Invoice
3) Delivery ticket
4) Location of each item (for physical inspection)
5) Complete inventory listing of all equipment above $5,000 per unit (District policy) and $2,500 per unit (College policy)
6) Up-to-date (monthly) LATTC Equipment inventory report
Transfer of a Grant to Another Institution
To avoid any misunderstanding that may develop, the Project Director is advised to review agency policy relating to the transfer of a grant to another institution.  In addition, the Project Director should discuss plans well in advance with the department Chair and Dean.  All transfers of grants must be coordinated through the WED Grants Office.  Questions regarding the transfer of a grant should be directed to the Supervising Administrator.
Some pertinent facts to be considered are:



Only research grants may be transferred.


The College, being the official recipient of the grant, has the option of retaining or relinquishing the grant to another institution.



If the College elects to relinquish, a formal relinquishment statement, authorized by the Department Chair, the Vice President of Workforce Education and Development, and the Vice President of Administrative Services must be sent to the granting agency.



The Project Director is reminded that the granting Agency as well as the College, as a rule, considers equipment to be College property. 
On-Campus Conferences and Special Events  

Special events are held on campus for the benefit of students, faculty, staff, alumni, donors, and the general public.  If you are hosting a conference or special event on campus for your grant, contract, or specially-funded program you should contact Roxanne Romo for assistance in planning (Ext. 7047).  
Reporting Requirements
Monitoring Records:  Each Project Director is expected to fully and accurately document all monitoring efforts continuously.  A monitoring file should be maintained for each grant.  Items that should be in that file include:

· Copy of signed grant/contract agreement

· Proposal/award checklist
· Individual grant monitoring plan worksheet

· Periodic reports from Project Director
· Corrective action plans, if any
· Bi-annual reports checklist

· Copies of e-mail, memos, or other written correspondence with Project Director, including notification informing Project Director of the results of monitoring
· Up-to-date (monthly) LATTC Equipment Inventory Report
Reports to Sponsor/Funder
The Project Director will be expected to provide the reports identified in the signed grant/contract agreement.  In addition, Project Directors are expected to provide College-specific reports and forms. Reports/forms will be completed using the reporting formats specified by the grantor or sponsor and the College.  These reports do not have any flexibility, and if the Project Director fails to submit the required reports/forms within the allowable timeframes, the Project Director will be judged in non-compliance.   Because of the seriousness of a grant being non-compliant, the Division of Workforce Education and Development at Los Angeles Trade-Technical College will take steps to replace the Project Director.

The Supervising Administrator will review reporting documents to make sure they are complete and that the information agrees with any periodic reporting.   Copies of all reports will be approved the Supervising Administrator and forwarded to the Vice President of Academic Affairs once completed and prior to submittal to the sponsor.
The most common types of reports required by grantors/sponsors are technical and fiscal reports.
1.
Technical Reports 
The preparation of the progress or final technical report at the required time is a major responsibility assumed by the Project Director when the grant is awarded.  With few exceptions, all grants and contracts require submission of progress or technical reports to the sponsor on some stated schedule.  Most all agencies require at least one report annually.  The final report may involve no more than a brief summary of accomplishments and a listing of papers resulting from the project.  Many sponsors will not make final payment on a project until they have the final technical report; therefore, the Project Director should submit the final technical report as soon as possible after the project is complete.  The sponsor will specify all reporting requirements.  A copy of required reports must be submitted to the WED Division’s Grants Office for the official project file.
2.
Fiscal Reports 
The preparation and submission of required fiscal reports to the sponsor/funder are generally the responsibility of the WED Grants Office.  Typically, the final fiscal reports are prepared after the Supervising Administrator has met with the Project Director to review the expenditures on the account.  At this meeting, the Project Director should identify any perceived late charges to the grant and/or correct any errors.

In some cases (if required by the sponsor), the reporting requirement is such that the Project Director must initiate the report and submit it to the sponsor.  In these cases the report must be approved by the Supervising Administrator and the Vice President before it is submitted.  These specific cases are identified at the initial meeting of the Project Director and the Supervising Administrator in the WED Grants Office.

College Reporting Requirements
1.
Technical Reports 
The preparation of the progress or final technical report at the required time is a major responsibility assumed by the Project Director when the grant is awarded.  With few exceptions, all grants and contracts require submission of progress or technical reports to the Supervising Administrator on a stated schedule.  A copy of required reports must be maintained by the Project Director in his/her files and a copy submitted to the WED Grants Office for the official project file.
The following are the required reports and schedule for all grants and specially-funded projects and are available on the Division’s grant website at http://www.lattc.edu/dept/lattc/WED/WEDGrants.html:
· Conflict of Interest/Financial Disclosure Report Form – upon grant award, and annually Oct 1 thereafter

· LATTC Grant Performance Evaluation Worksheet (every 3 months)

· LATTC Grant Expenditure Report (every 3 months) Up-to-date (monthly) LATTC Equipment Inventory Report
· LATTC Equipment Inventory Report (monthly, inventory shall be conducted annually for past years’ purchases)
· Other required reports may be  specified by the Supervising Administrator in accordance with the funding source requirements or LATTC/LACCD policies and procedures
2.
Time and Effort Reporting

Government regulations require Trade-Tech to document the time and effort that faculty and professional staff devote to state and federal grants and contracts. All faculty, staff and students working on federal grants or contracts, as well as those projects supported with flow-through funding must have documentation prepared periodically indicating the percentage of time spent on the project.  In compliance with this Federal mandate, Project Directors or someone with first hand knowledge must sign (or certify) the LATTC SFP Time and Effort Report.  The level of effort is indicated as a percentage, as required by federal regulations.  The LATTC SFP Time and Effort Report must be signed by the Project Director or another individual with knowledge of how the individual’s time was spent.  This is done on a monthly basis.  Effort certification for wage personnel and students on wages are also documented through signed timesheets.  The signed original of the LATTC SFP Time and Effort Report is kept in the official project file in the Grants Office. Timesheets for wage personnel, including students, are on file with the LATTC Payroll Office; however Project Director’s should also keep copies of timesheets.
Timesheets and Time and Effort reports must also be maintained by contractors with whom the College engages in grant-related work.  Such contractors should either use the College’s report formats or if using an alternative format, must have the Supervising Administrator’s approval.

It is absolutely essential that: (1) Trade-Tech is in compliance with this regulation, and (2) the reported time and effort accurately reflect the actual time and effort devoted to the project during the semester. If the reported time and effort do not match what the sponsor approved, please consult with Supervising Administrator and/or the Division’s Grants Office before completing the form. If a grant or contract is audited and Time and Effort Reporting Forms are not on file or do not agree with the approved budget, the sponsor may demand that Trade-Tech return all or part of the funds.

Concluding the Project

Every grant has a beginning and ending date as stipulated by the funding agency and the timeline created for the funded project. Therefore, the final closeout of grants must be planned. Project Directors should contact the Supervising Administrator 90 and 60 days prior to the close of ar grant to plan for grant close-out activities.

If it is not feasible to complete the project by the end of the designated period and there are funds remaining in the grant/contract account, in most cases a no-cost extension may be requested from the funding agency. If this is done in a timely fashion, many agencies will allow the College to expend funds beyond the final date of the original grant.  Only the Supervising Administrator can request extensions with approval from the Vice President of Workforce Education and Development. If you funds are spent after the closing date of the grant without receiving permission in advance, the agency is likely to refuse reimbursement to the College.

Prior to closing the grant account, considering encumbering those expenses that will allow for the dissemination or publishing of results that have budgeted.  Plan these costs near the end of the grant period, comfortably before the closeout date. Also be sure to process the proper paperwork to terminate grant-funded employees and ensure they use all their vacation prior to the end of the award, unless vacation payoff for terminated employees has been budgeted in the grant. 

It is helpful to use a 60-day target date to prepare for closeout. Project Directors need to anticipate final expenditures, particularly as they relate to payroll, benefits, and purchasing. The Supervising Administrator will assist you with this.  In addition, plan for the relinquishing of space or equipment that the College has loaned for the project, if applicable.
Terminating Faculty and Staff Assignments
At the terminate of a grant or funding or due to lack of work, faculty and staff assignments are terminated.  Notification in writing is sent to faculty and special assignments for grants are terminated in PCR.  Layoff notifications are sent to classified staff (education code and Personnel Commission rules specify the number of days notification must be given and is available on the Division’s grants website at: http://www.lattc.edu/dept/lattc/WED/WEDGrants.html).  Other Title 5 Education Code and Personnel Commission provisions for SFP classified staff layoffs and a layoff notice template are also available on the website. 
Reporting to the Funding Agency

Most sponsors require a final, comprehensive project report bringing closure to the project. There are often two parts to this report: a project report describing how well the project met its goals and a financial report.
Continuation Proposals

Often grants are made for more than one year. Multi-year grants may require a continuation proposal, which is a progress report of what has been accomplished to date and where the College intends to go with the project. The report includes programmatic or research activities along with fiscal reporting. Project Directors need to work closely with the Supervising Administrator to ensure that continuation applications are submitted on time and that the College has made an accurate assessment of the budget including a projection of the costs remaining for the current year and a continuation of the budget for the future years.

Documentation Retention

Official documentation for financial transactions which affect Los Angeles Trade-Technical College accounts and the records to support these fiscal data are processed and retained by the College.  The sponsor will specify how long documents and records are to be retained.  Federal sponsors normally require documents be kept for three (3) years after the end date of the project.
Resources 

A website for grants administrators has been established by the Division of Workforce Education and Development.  Grants personnel should familiarize themselves with all materials available on the site.  In addition, the site is often update with new materials and information, therefore personnel should frequently check the site so they are up-to-date on grant activities and policies and procedures.  The site is available at http://www.lattc.edu/dept/lattc/WED/WEDGrants.html. It is strongly recommended that Supervising Administrators and Project Directors create a shortcut icon (or add to Favorites on the Intranet) to their desktop for this website.
Also a website has been developed by the District Office for users to refer for SAP system inquiries and support.  This website, www.sap.laccd.edu, provides assistance for the following areas: 

1. Account Cross Reference. Users can access this reference, enter a legacy account and obtain the cross-referenced account in the SAP system. Or, enter an account in SAP and obtain the legacy account. 

2. FAQ. Frequently Asked Questions. General questions about SAP can be answered in this reference. 

3. Purchasing. Access to this reference is user specific. Information is available here on invoice verification and vendor maintenance. 

4. Financials. Access to this reference is user specific. Information is available here on processing payments for direct invoices. 

5. Reporting. Access to this reference is user specific. Security determines access to this reference for requesting reports and account references in SAP. 

6. Training. This reference contains the training materials for classes in the use of the SAP system that have been and are being scheduled at colleges and the District Office. 

It is strongly recommended that Supervising Administrators and Project Directors create a shortcut icon (or add to Favorites on the Intranet) to their desktop for this website to assist in expediting processing of invoices and payments to vendors under SAP.
In addition to the website, SAP has setup a support hotline. The purpose of this hotline is to assist users in navigating through the menus and screens. The SAP Help Desk may be contacted by calling 213-891-2117 or by e-mail at SAP Help in the e-mail directory. 

For SAP Technical Support -- use the Help Desk number. 

For Specific Contract-Related Questions Contact: 

· Jim Watson, Contracts and Purchasing Manager, 213.891.2421 
To access a list of contact information for key District Budget Office personnel click here.

Appendix A
AWARD MECHANISMS (TYPES OF AWARDS) DEFINED

AWARD:  The term award is a generalized term used for all sponsored program funds provided by an external sponsor for support of a project at the College.  An award may be further classified as being a contract, cooperative agreement, fixed price contract, grant, or a grant-in-aid.   The award document usually indicates the type of award received.

CONTRACT:  A contract is a mechanism for procurement of a product or service with specific obligations for both the sponsor and recipient. Each contract document contains a statement of the work or services to be performed and represents a legal obligation by the College.  Since a contract is a purchase, there will always be a deliverable.  Contracts are more detailed than grants and cooperative agreements in both the technical requirements and accountability for the use of funds. It is the most restrictive award mechanism.  There are two types of contracts applicable to sponsored projects – cost reimbursable contracts and fixed price contracts.

FIXED PRICE CONTRACT: A fixed price contract indicates that specific objectives and outputs are to be delivered within a specific time frame for a fixed price, regardless of expenditures.  This type of contract carries some risk for the College, since the work or work product must be accomplished for the agreed-upon price.  The College must absorb any cost overruns; however, any funds remaining in excess of actual costs may be retained by the College.    A budget must be submitted with the proposal and approved by the sponsor but is not part of the contract.

COST REIMBURSEMENT CONTRACT: A cost reimbursement contract permits reimbursement for actual costs incurred in the accomplishment of the required research.  Interim and final reports are normally required by the sponsor, and payments are usually based on submission of monthly or quarterly invoices showing expenditure detail for the period.

COOPERATIVE AGREEMENT: A cooperative agreement is entered into when a government or other sponsor provides partial support for an existing or anticipated College program of mutual interest to the sponsor and the College.  This type of mechanism allows for substantial involvement, either technical or managerial, by the funding agency when necessary in performance of project activities.  While not as exacting as a contract, the provisions of a cooperative agreement should, nevertheless, be treated with the same respect.  

GRANT:  A grant is defined as financial assistance, and depending upon the provision of the award, a grant may be classified either as a gift or as sponsored funds.  This type of award is used by most federal agencies to provide assistance for a project at a specified level of effort for a specified period of time and when no substantial programmatic involvement of the funding agency is anticipated or required in the performance of project activities.  Formal financial accounting and periodic reporting are generally required.

GRANT-IN-AID:  A grant-in-aid is an award made to an individual or to an institution on behalf of that individual to support his or her educational pursuits.
Appendix B

SPONSORED PROGRAMS AND GRANTS MANAGEMENT GLOSSARY

A-21:  A circular issued by the federal Office of Management and Budget (OMB) that establishes principles for determining costs applicable to grants, contracts, and other agreements with educational institutions.

A-110:  A circular issued by the federal Office of Management and Budget (OMB) that establishes uniform administrative requirements for federal grants and agreements awarded to institutions of higher education, hospitals, and other nonprofit organizations.
A-133:  A circular issued by OMB that establishes audit requirements for institutions of higher education and other nonprofit organizations receiving federal awards.

CONSULTANT:  The term consultant refers to an individual or organization hired to provide services of an advisory nature.  A consultant may be hired when the necessary expertise is not available within the College community.   College employees cannot normally be paid as consultants on sponsored projects.
COST ACCOUNTING STANDARDS:  Federal mandated accounting standards written to ensure uniformity in budgeting and spending funds.
COST-SHARING:  Cost-sharing refers to that portion of the costs of a sponsored project that is borne by the College.  To qualify as cost sharing, a cost must be (1) verifiable from the College’s records, (2) necessary and reasonable for proper and efficient accomplishment of the project objective, and (3) allowable under Federal cost principles and administrative regulations (OMB A-21 and A-110).  All mandatory and non-mandatory cost sharing must be adequately documented in the College’s records.  The College will make a cost sharing commitment only when required by the sponsor or by the competitive nature of the award and then only to the extent necessary to meet the specific requirements of the sponsored project.  Cost sharing identified in the text of the proposal, i.e., a percentage of Principal Investigator effort devoted to a project, must be listed in the budget as cost sharing.

DELIVERABLE:  A deliverable is a tangible product or service that is a direct result of the sponsored project effort.  Deliverables must be included as an integral part of the proposal and award document.

DIRECT COSTS:  Clearly identifiable costs related to a specific project.  General categories of direct costs include, but are not limited to, salaries and wages, fringe benefits, supplies, travel, equipment, communication costs and contractual services. 

INDIRECT COSTS OR OVERHEAD (FACILITIES AND ADMINISTRATIVE COSTS):  Indirect costs (F&A) are the real costs incurred by the College in support of all its programs.  Utilities, general administrative expenses, and depreciation of equipment and facilities are some examples of indirect costs.   Indirect costs are applied to direct cost activities on a percentage basis.  The Commonwealth of Virginia requires that F&A, or indirect costs, be recovered on all projects.  However, on occasion indirect costs are not recovered.  This can occur when (a) not all direct costs generate indirect cost recoveries, (b) full indirect costs rates are prohibited by the grantor, and (c) the College may elect to waive, or cost-share, a portion of the indirect costs in order to bring a project budget within funding constraints.

NO COST TIME EXTENSION:  If the Project Director determines it is necessary to work on a project after the contract or grant termination date, but under the existing budget (no cost extension), a request should be made to the sponsor for a no-cost time extension through the Grants Office.  In most cases, this request should be submitted 60 days prior to the termination of the grant or contract.  In some cases, federal agencies allow the College to grant a one-time extension, but the Project Director must prepare and submit a formal justification for the extension to the Grants Office.  The Project Director must not work beyond the termination date until the formal notification of a project extension is received by SPGM.

PROJECT DIRECTOR:  The Project Director, exercises programmatic and technical decisions that affect the project.   This individual is responsible and accountable to the sponsor and the College for proper conduct of the project effort.

STATEMENT OF WORK:  A statement of work (SOW) or scope of work clearly defines the work to be performed and completed, by the College or subrecipient, on a sponsored project.  Changes in the statement of work on a sponsored project require College endorsement and prior approval from most sponsors.   

SUBAGREEMENT OR SUBCONTRACT:  The term subcontractor or subrecipient refers to an individual or organization hired by the College to complete a portion of a sponsored program because the necessary equipment or expertise is not available within the College community.  Funding for the subcontractor or subrecipient is provided by and must be approved by the sponsor.  A document, either a subcontract or subgrant, is written (and signed by both parties) under the authority of and consistent with the terms of a prime award and transfers a portion of the project to another entity. Sponsor prior approval is required for issuing a subagreement or subcontract unless it was proposed in the original proposal and approved as part of the award.

� Eligible Project Directors in the Division of Economic and Workforce Development are a certificated administrator (dean or associate dean) or a SFP Director.  Faculty are not eligible to be a Project Director, however, they may serve as a principal investigator that reports to a Project Director.


� Eligible Supervising Administrators in the Division of Economic and Workforce Development are a certificated administrator (dean or associate dean).
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