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This procedure is the fourth step in the grants management process. Related information is contained in the Division of Public Health’s Grants Management policy and in procedures for Applying for a Grant, Preparing to Receive a Grant, Implementing a Grant, and Closing Out a Grant.
Managing a Grant
During the grant period, the Grant Manager ensures goals are met, plans are modified appropriately as the work progresses, and adequate controls and accountability are in place.  Management of the grant during the period of funding will be both programmatic and administrative.  Programmatic management involves the development and monitoring of the work plan as approved by the funding agency.  This could include regular correspondence, reporting and/or meetings with the funding agency, but this is unique for each grant.  In carrying out the grant, it is likely that the Grant Manager will need to interface with several division/departmental processes such as contracts development and execution, subrecipient monitoring, audit compliance supplements, Program Management Database, etc. These processes are not covered in this document.

Administrative management is closely aligned with programmatic management.  This involves adhering to federal grants policies, as well as state administrative policies.  A useful resource for many grants in the DPH is the federal HHS Grants Policy Statement 
. Examples of administrative management include substantive changes in the budget plan or plan of work, and requests for unobligated balances from a prior grant award.

Fiscal management is accomplished by monitoring expenditures of the grant through an analysis of NCAS reports, adjusting the state budget as needed to reflect expenditures, and ensuring all costs are allowable under the grant.  Adjustment of expenditures is also part of fiscal management.  Grant Managers should work with their division budget representative to re-class expenditures charged to the incorrect federal grant year.  This is particularly important to accomplish before the year end Financial Status Report is due.  Ongoing grants must also adjust the accounting structure (e.g. RCCs and FRCs) for the grant each year to track available funds in the state budget. 

Year End Reporting
Depending on the funding agency’s requirements, year end reporting can include both a programmatic aspect and a financial aspect.  Grant Managers should complete and submit programmatic reports on time and in the prescribed format.  Financial reporting is accomplished for most, but not all grants, through the Financial Status Report (FSR).  This report is completed by the DHHS Controllers Office, usually within 90 days of the end of the budget period.  The FSR is the official record of expenditures for a grant, and should be accurate.  During the preparation of the FSR, there should be communication between the Grant Manager and the DPH Budget Office with respect to the accuracy of the expenditure records used to generate the report.  The budget office will serve as the mediator for any communication with the Controller’s Office and should also be reviewing the records.  During this time, it may become apparent that some expenditures should be re-classed, or that certain encumbrances be liquidated.  These actions need to occur prior to the report being finalized, so they must be completed expediently.

Once all parties are in accord on the report, the DHHS Controller’s Office will submit the FSR to the funding agency.  A copy should be sent to the DPH Grants Coordinator, who will provide a copy to the Grant Manager and the Budget Officer.  It is essential that this occur immediately after its submission, so that a request for any unobligated balance from the program can be developed right away.
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