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Purpose of Grants   
Strategic use of grant funds leverages 
existing resources – both financial and staff 
Critical to tackle challenges faced by your 
agency 
Makes existing resources go further 
Provides opportunity to implement new 
programs and improve existing programs  
Improves outcomes of programs and activities 

 
 
 



Finding Grants   
eCivis (https://www.ecivis.com/)  

Started in 2000 with help from the International 
City & County Manager’s Association  
Centralized system for the identification of 
Federal, State, & Foundation grants. 

Subscription Based 

Daily email notification of grant 
opportunities 
Search for grants 
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Finding Grants  
Grants.gov  

 
 
 



Division of Responsibility  
Programmatic Point of Contact    

Identifies, prepares, submits, and manages grants 
Completes progress reports  
Submits budget modification (if needed) 
Submits grant extensions (if needed)   
Maintains relationship with Grantor 
DOJ Certificate of Completion: Grants 
Management Training  

 
 
 



Division of Responsibility  
Financial Point of Contact    

Completes quarterly Federal Financial Report 
(FFR) 
Completes monthly reimbursement requests and 
grant draws as required by the grant 
Assists Programmatic Point of Contact with grant 
budget modifications  
Pays and reconciles grant-related expenses  
DOJ Certificate of Completion: Grants 
Management Training   

 
 



Division of Responsibility  
Project Manager    

Complete knowledge of grant goals and objectives 
Spend the grant funds in a timely manner  
Avoid purchases and/or request for budget 
revisions toward the end of the grant    
Understands and complies with grant conditions 
and procurement policies (Federal, State, & Local)    
Able to articulate what was accomplished with the 
grant funds during grant monitor visit and/or 
audit.    

 
 
 



Grant Timeline 
  
 
 

  

 
 
 
 



Federal & State Grant Restrictions: 
Unallowable Costs   
Sales tax (State & Local)  
Restaurant/Hotel tips 
Food & Beverages 
Promotional items with agency logo 
Construction/renovation 
Fundraising  
Late fees 
Incentives/stipends 
Unapproved items in budget 
 

 



Prohibited Items  
 Gift cards/gas cards 

Fees for entry to  
Golf course 
Swim club 
Zoos 
Sporting events & amusement parks 

Casinos  
Banana nut muffins     

 
 

  

 
 



Precautions  
 Time elapsed between money spent 

Federal: Occasional inquiries if out of balance 
State: More frequent inquiries. Known to take 
back funds if not spent in timely manner     

Timeliness  
Most State grants typically one year in length. 
Federal grants typically multiple years 
When grant approved-start spending 
Last minute defined, “8 weeks prior to grant end 
date” for purchases or budget modification   
 

 
  

 
 



Precautions: Items Not in Approved Budget   
 Prior written approval from Grantor when spending 

on items not in approved budget regardless of cost 
Submit approval request and supporting 
documentation to the Grantor 

Includes additional travel or supplies purchase 
Formal budget modification not usually required if 
the change in a budget line item is less than 10% 

Best to check with the Grantor first 
Develop “wish list” for non-budgeted items for what 
to purchase with savings. 
 

  

 
 
 



Precautions: Grant Funded Employees   
 

Grantors will question accrued vacation leave 
payouts at the end of grant  
Encourage 100% grant funded employees to 
regularly use their accrued vacation 
Vacation time is to be taken during the 
obligation period of the grant 
 

  

 
 
 
 



Precautions: Equipment Tracking 
 

Inventory and record all equipment 
(>$5,000) and non-expendable supplies 
laptops, desktops, keyboards, cameras, etc.  

Information includes, serial number, vendor and 
dollar amount, physical location, date purchased 

Tag on all equipment greater than $5,000 
 

  

 
 
 
 



Common Elements of Grant Application 
 SF-424 

Form used as a cover sheet for submission of pre-
applications, applications, and related information 
(Grants.gov) 

Project Abstract  
Summary of proposed project 400 words or less 

Program Narrative (15 percent) 
Statement of the Problem 

Project Design and Implementation (40 
percent) 

Goals and deliverables 
 

  

 



Common Elements of Grant Application 
 Capabilities & Competencies (25 percent) 

Staff assigned to achieve goals of project   
Plan for Collecting Data on Performance 
Measures (10 percent) 
Budget Detail Worksheet 

Detailed computation for each budget line item 
Budget Narrative 

Thoroughly and clearly describe every category of 
expense 

Budget Detail and Budget Narrative are now combined in 
a single electronic document (10 percent) 

  

 
 



Common Elements of Grant Application 
 Financial Management and System of Internal 

Controls 
Completed by Police agency’s financial staff 

Disclosure of Lobbying Activities 
Timeline 

Identifies milestones, deliverables, and agency  
responsible for each activity 

Position Descriptions and Résumés 
Applicant Disclosure of Pending Applications 

  

 
 
 



Best Practices 
Reports and timesheets must be 100% 
Accurate 
Know the location of all equipment –this is a 
HIGH focus of the grant audit 
Spend funds quickly, do not wait until last 
minute or may run the risk of grantor 
reverting funds to another agency  
Always follow policy and guidelines.  

Do not make purchases of items not approved by 
grantor.  

  

 
 
 



More Best Practices 
Grant activity begins and ends per the award 
period (not before or after) 
Spend on items budgeted in the grant 
Have a spending plan and avoid last minute 
purchases or initiate budget modifications in 
last eight weeks 
Keep your financial unit in the loop of any 
plans, communication, and changes  
Adhere to your City’s procurement policy. Do 
not get overly creative 

  

 
 



Even More Best Practices 
Every request to the grantor has a process, 
please plan for the time required 
Double check the timesheets and any reports 
you submit for accuracy, especially travel 
expense reports 
Keep good documentation of all grant related 
activities, especially equipment purchased 
and its location 
Most importantly, take ownership in your 
project 
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