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Grant Policies and Procedures

Introduction

This manual describes the policies and procedures that Portland Children’s Levy grantees must use for the following grant management and accountability issues.  The manual is divided into two main sections with the following subparts:

Financial Reporting & Accountability
I. Grant Invoicing and Expenditure Reporting
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II. Advance Payment(s) on a Grant
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III. Budget Revisions
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IV. Carry Over of Unspent Grant Funds
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Program Reporting & Accountability
  V. Program Progress & Outcomes Reporting
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I.  Grant Invoicing and Expenditure Reporting

A.  Policy on Invoicing and Expenditure Reporting

1. Grantees must submit invoices and expenditure reports quarterly to John Kelly, Fiscal and Administrative Specialist at the Children’s Levy.
2. Grantees are reimbursed for expenses on a quarterly basis. Invoices must be based on actual expenditures made during the quarter.

B.  Procedure for Invoicing and Expenditure Reporting

To submit a grant invoice and expenditure report, follow the steps below:

1. Download the invoice and expenditure forms available on our website (http://www.portlandchildrrenslevy.org/grantees/forms).

2. Prepare the invoice and expenditure report as instructed (instructions are included with the forms when you download them).

3. Submit the invoice and expenditure report on or before the report due date to John Kelly, Fiscal and Administrative Specialist at the Children’s Levy office.  Due dates are: Oct 31, Jan 31, Apr 30, and July 15.  If those days fall on a weekend, then submit the reports by the next business day.
4. Invoices must be printed on the grantee agency’s letterhead and must include signatures of 2 different individuals at the agency: an invoice preparer and an invoice approver.  Invoices must be either faxed or sent electronically in pdf to the Children’s Levy.  Expenditure reports must be submitted electronically via email to John Kelly, Fiscal & Administrative Specialist at the Children’s Levy: jekelly@ci.portland.or.us.

5. Assure that line items shown in the expenditure report match the line items in the grant budget. 

6. If the expenditure report includes any negative expenses, be sure to include a note of explanation in the email that accompanies the expenditure report when it is submitted.  

II.   Advance Payment on Grant during a Fiscal Year

A.  Policy on Advance Payments on Grants

1.  All grantees have the option to request advance payments on a quarterly basis.

2.  The allowable advance amount in any quarter is up to one quarter of the annual grant budget (i.e. 25% budget for year).

B.  Procedures for Advance Payment on Grants

To request an advance payment on your grant(s), follow the steps below:

1.  Download the advance invoice form from our website and submit it as instructed (instructions are included with the download of the form).  (http://www.portlandchildrrenslevy.org/grantees/forms) 
2.  Request the advance quarterly, or less often as needed, during a contract year.  At most, advance payments can be requested quarterly.

3.  Submit an expense report and invoice for total actual expenses incurred at the end of the quarter.  City accounting will issue grantees a check for the difference between the amount advanced and the amount of the invoice. 

If the amount of the advance exceeded the actual expenses reported, then the grantee cannot submit another advance request until the advance is fully recovered by the City.  The grantee must spend out the remaining advance in the subsequent quarter, and must invoice for actual expenses incurred during the subsequent quarter.  This means that the grantee will have to cover most of the expenses for the program without the help of an advance for the quarter in question.  
**Note of caution on advances:  If a grantee anticipates needing an advance each quarter and if it is unclear whether the grantee would likely spend out a full quarter of the budget during a quarterly period the quarter in question, then Children’s Levy staff advises you to request an advance for less than a full quarter of the budget.  This strategy assures that the grantee will continue to be eligible for advances covering the bulk of quarterly expenses on a quarterly basis.  
III.  Budget Revisions

A.  Policy on Budget Revision

There are four situations in which grant budget revisions are required, including:

1) Overspending in One or More Categories:  budget is significantly overspent in any budget category (i.e. a budget category is overspent by a $1,000 or 10% of the total budget for the category whichever amount is greater) during an annual period; 

2) Need to make expenditure in a major category that wasn't originally approved in budget (e.g. need to add a contractor); 

3) Need to move significant amounts of funds from one category or line item to another category or line item (i.e. at least a $1,000 or 10% of the category or line item amount, whichever amount is greater);  

4) At the request of the Grant Manager due to significant variance between budget and expenditures.
B.  Procedure for Budget Revision

To submit a budget revision to your Children’s Levy Grant Manager, follow the steps below:

1.  Create a revised budget for the current grant year.  The revised budget must resemble the format shown on the Revised Budget Form on our website.  You can either download the form from our website and use it to create the revised budget, or you can insert a column into your current year Children’s Levy grant budget (on its existing Children’s Levy budget form) that shows the revised budget.  The final product should show your current year grant budget in one column, and the revised budget for the current year in the adjacent column.  

2.  Write a brief narrative explanation of the revised budget.  The narrative can be written either in an email or in a Word document.  It must clearly delineate and describe each of the changes requested, including exact dollar amounts per each revision, and the rationale for each revision. 

3.  Submit the budget revision requests (i.e. narrative and revised budget in the appropriate format) via email to your grant manager.  The grant manager will either approve your request or ask you for additional revision until approved.  Budget revisions do not include the option to ask for additional funds above the approved total contract amount.

IV.  Carry Over of Unspent Grant Funds

A.  Policy on Carry Over of Unspent Grant Funds

1. Grantees may carry over unspent funds from year to year within a contract period; unspent funds cannot be carried over between contract periods.  

2. Grantees may not request to carry over unspent funds until the entire grant year has ended and all invoices and expenditure reports for the grant year have been submitted to the Children’s Levy staff.

B.  Procedure for Carry Over of Unspent Grant Funds

To submit a carry over request to your Children’s Levy Grant Manager, follow the steps below:

1. Create a revised budget for the grant year in which the carry over funds will be expended. The revised budget must resemble the format shown on the Revised Budget Form on our website.  You can either download the form from our website and use it to create the revised budget, or you can insert a column into your Children’s Levy grant budget (on its existing Children’s Levy budget form) that shows the revised budget with the carry over funds included.  The final product should show your original grant budget for the year in one column, and the revised budget including the carry over funds in the adjacent column.  

2.  Write a brief narrative explanation of the revised budget and carry over request.  The narrative can be written either in an email or in a Word document.  It must clearly delineate and describe each of the changes requested, including exact dollar amounts of carry over budgeted per each revision, and the rationale for each use of carry over funds. 

3.  Submit the carry over requests (i.e. narrative and revised budget in the appropriate format) via email to your grant manager.  The grant manager will either approve your request or ask you for additional revision until approved.  

V.  Program Progress & Outcomes Reporting

A.  Policy and Procedure on Program Progress & Outcomes Reporting 

1.  Program reports due to Children’s Levy staff are specified in section IV of the grant contracts.  

2.  All forms needed for reporting are available on the Portland Children’s Levy website [http://www.childrensinvestmentfund.org/grantees_new] or will be supplied to you directly from your Children’s Levy Grant Manager.  

3.  If you cannot find the forms that you need to submit your reports, contact your grant manager:

	After School and Mentoring Programs
	Lisa Pellegrino 

epellegrino@ci.portland.or.us
(503) 823.2939

	Child Abuse Prevention/Intervention Programs 

and Foster Care Programs


	Lisa Hansell

lisa.hansell@ci.portland.or.us
(503) 823.4133

	Early Childhood Programs
	Meg McElroy

mmcelroy@ci.portland.or.us
(503) 823.2942


4.  Reporting due dates are listed in section IV of the grant contract and a reporting schedule is provided on the Children’s Levy website.  Contact your grant manager if you have questions or concerns about the reporting schedule.  Reports are due as follows:


January 31



Mid-Year Progress Report



Participant List: Foster Care grantees only


July 15



Participant List: After School and Mentoring grantees only

July 31



Annual Outcomes & Year-End Progress Report



Demographic Report



Participant List: Foster Care grantees only
If those days fall on a weekend, then submit the reports by the next business day.
5.  Please remember, per section IV of the grant contract, that failure to submit any required reports on the specified due dates without prior written extension from your Grant Manger will result in a financial penalty of 3% off the current or next grant invoice.  In addition, if reports are not submitted when they are due, Children’s Levy staff will hold payment of the grant invoice for that quarter until the report(s) is received.

B.  Purpose and Use of Grantee Reports

In the past, grantees raised a number of concerns regarding the purpose and use of required reports.  Below is an explanation of the intended purpose and use of each report.  

· Mid-Year and Year-end Progress Reports
The Mid-Year and Year-End Progress reports help Children’s Levy Grant Managers monitor grantees’ progress with program implementation as defined in the contract’s scope of services (section II –III of the grant contract).  The reports are used to understand the quantity and quality of services provided by grantees and the program participation trends of children in services as compared to the grantee’s stated contract goals.  Some data from the year-end progress reports will be pulled from individual program reports and aggregated across programs for the Children’s Levy to use in its annual reports to the Allocation Committee and to the public.

Grant Managers read the reports and in some cases will ask grantees for additional information or will provide feedback to grantees either on programmatic issues or on report quality.  Sometimes Grant Managers will give reports to Mary Gay Broderick, the Children’s Levy Communications Director, so that she can follow-up with potential media stories on interesting client stories reported by grantees.  Rarely does anyone else read progress reports, but because the City of Portland is a public entity, all reports are public record.  Members of the public could request to read them under the Freedom of Information Act.

In general, we prefer ONLY one or two compelling success stories per year rather than several short stories each reporting period.  The strongest stories include information such as why the participant came to your program, some description of the participant’s life or circumstances, some discussion of the program’s services that the participant engaged in, and the impact that the services and program had on the life and circumstances of the participant.  If your program does not have a strong participant story to tell in a given year, then report one another time when you feel it is worth telling.

· Demographic Reports
Demographic reports are used to understand the number and demographic characteristics of all program participants (unduplicated) served during the program reporting year.  Grant Managers also use the reports to monitor compliance to serving specific populations outlined in the grant contract (i.e. children living in E Portland, specific age groups, children of specific ethnic groups, etc).  Data from the demographic reports are aggregated across all programs so that the Children’s Levy staff can monitor for equity and report on the demographic profile of all children served by program area and by all grantees.  Grant Managers read the demographic reports, and the reports are public record.

· Annual Outcomes Reports
Annual Outcomes Reports are used to monitor the “outcomes” that occur while participants are in grantee programs.  The Children’s Levy staff understand that we cannot say with any certainty that grantees’ services caused (or did not cause) the participant outcomes.  Evaluating the cause of outcomes is expensive, and we recognize that we do not pay for that type of evaluation and outcomes reporting from grantees.

We believe, however, that if programs track and report outcome data related to the types of services they provide, then we better understand what happens with participants while in services.  Tracking and reporting those outcome data can help grantees learn more about participants, and can provide data to validate the understanding that grantees already have of participants.  The reports can also be used by grantees to make program changes or to address specific needs or trends in the outcome data.  Children’s Levy staff also use the reports to aggregate data across programs tracking similar outcomes, which allows staff to report to the public by describing what is happening with participants across many programs.

· Participant Lists

After School & Mentoring Programs: The names and other identifying information of participants in after-school and mentoring programs are collected in order to forward the information to the school districts in which program participants attend school.  The school districts then report aggregate data on program participants by program on mutually agreed upon variables such as school attendance and test scores.  The school districts do not provide data on individual students and may refuse to report even aggregate data if the number of program participants is so small that students may reasonably be identified by providing aggregate data.  Children’s Levy staff forward aggregate data on program participants to grantees after receiving the data from the school districts.

Children’s Levy staff use the following procedures to safeguard the confidentiality of program participants after grantees transmit the participation lists to Children’s Levy staff:

· Transmit password protected participant lists to relevant school districts via email.  Password made available only to authorized district personnel;

· Copy participant lists to a compact disc and delete participant lists from Levy staff email archive and shared hard drive;

· Lock compact disc in a file drawer to which only the after-school and mentoring grant manager has a key;

· Destroy the compact disc after the school districts have provided the requested aggregate data on program participants.

Foster Care Programs:  The Oregon Department of Human Services (DHS) child welfare case number and person letter of participants in foster care programs is collected in order to forward the information to DHS Child Welfare.  DHS uses those data to determine whether program participants were in foster care, or aged out of foster care, at the time of program engagement and enrollment. DHS then notifies Children’s Levy staff of the number of children who met the criteria and the number who did not.  
Foster care program participant lists will not include the names of youth. By using only child welfare case numbers and person letters, Children’s Levy staff does not transmit any identifying information.  DHS does not consider the child welfare case number and person letter confidential information because only DHS is able to identify participant names by their case numbers.  Children’s Levy staff never receives participant names 
Although DHS does not consider the child welfare case number and person letter confidential, Children’s Levy staff will delete participant lists from staff email archives and hard drive after receiving reports on the status of program participants from DHS.

· Protecting Participant Confidentiality

Children’s Levy staff expects that grantees take the lead in protecting client/participant confidentiality.  When grantees report participant stories to us, we hope that 1) participants’ names have been changed; and 2) participants have given permission to the grantee to report the story.  We assume that we can use participant stories reported to us: 1) to pursue media stories with grantees; 2) to report special stories to the Allocation Committee; or 3) to be included in the compilation of all participant stories posted annually to our website; or 4) to be shared with other grantees.  If a grantee would like to share a story with Children’s Levy staff in a progress report but does not want it used for any other purpose, then the grantee should indicate that the story is confidential.  Children’s Levy staff has respected that request from grantees in the past, and will continue to do so. 
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