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Administrative

PROCEDURE

SECTION
Budget and Appropriations

ACTION UPON RECEIVING
GRANT APPROVAL

RESPONSIBILITY

. Agency

7/16/90

ACTION

Upon receiving notification from
an authoritative source that the
City's grant application has been
approved, immediately notify the
Mayor's O0ffice, Attn: Director
of Public Relations.

Upon receiving official notifica-
tion from a federal or State
agency that the City's grant
application has been approvad.
Meet with the agency's assigned
accountant in Accounting Opera-
tions to obtain assistance with
the preparation of a GRANT INFOR-
MATION SUMMARY (28-1418-5113).

. Submit 1 copy of the above
GRANT INFORMATION SUMMARY to:

. Mayor's O0ffice, Attn:
Chief of Staff.

. Mayor's Office, Attn:
Director of Public Rela-
tions.

. Agency's assigned budg-
et analyst in the Bu-
reau of the Budget and
Management Research
(BBMR).

. Accounting Operations,
Attention: Grant Ac-
counting.

. The Planning Department.
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SECTION ; SUBJECT
ACTION UPON RECEIVING
Budget and Appropriations GRANT APPROVAL
. Agency

. The Civil Service Com-
mission when personnel
actions are required.

3. Send following material to Board
of Estimates:

. MEMO requesting approval to
accept grant.

. Copy of GRANT INFORMATION
SUMMARY .

. If applicable, MEMO from Bu-
reau of the Budget and Man-
agement Research requesting
approval of interprogram
APPROPRIATION ADJUSTMENT ORD-
ER (A.A.0.) or supplementary
appropriation ordinance.

. Board of Estimates
4. Approve or disapprove City's
acceptance of grant:

a.) If acceptance of grant
is disapproved notify all
involved parties of disap-
proval. PROCEDURE ENDS
HERE .

-b.) If acceptance of grant
is approved, notify May-
or's O0ffice and request-
ing agency of approval.

. Bureau of the Budget
and Management
Research
5. Upon receiving approval from Board
of Estimates to accept grant,
convene a Grant Management Confer-
ence if necessary.
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SECTION

SUBJECT

ACTION UPOR RECEIVING

Budget and Appropriations GRANT APPROVAL

. Bureau of the Budget

and Management Research

Grant Management
" Conferees-

7/16/90

a.) If conference is neces-
sary, set up conference
consisting of the follow-
ing parties:

. Dfficial grant represen-
tative from the reguest-
ing agency.

. Agency's assigned budg-
et analyst.

. Agency's assigned ac-
countant.

. Representative from De-
partment of Audits.

. Representative from the
Civil Service Commis-
sion wvhen personnel
actions are required.

. Representative(s) from
other agencies involved
in the administration
of the grant.

PROCEED TO STEP 6.
b.) If conference is not to be

convened, PROCEED TO STEP
8.

6. Determine details of grant manage-
ment to include:

. Reporting systems;
. Accounting methods;
. Reimbursement systems;

. Records systems;

continued . . . Page 3 of 6



AM-404~1-2

SECTION SUBJECT S

ACTION UPON RECEIVING
Budget and Appropriations GRANT APPROVAL

. Bureau of the Budget
and Management Research
. Parsonnel actions:;

. Coordination among agencies:;
and

. Unresolved problems.

. Agency

7. Submit all narrative and statisti-
cal reports and statements re-
gquired by the terms of the grant
to the grantor. If responsibili-
ty for financial reporting has
been delegated to grantee agency,
prepare all financial reports
and statements required by the
terms of the grant.

. Accounting Operations of any
grant budget changes approved by
the grantor.

. Bureau of the Budget and
Management Research
8. Prepare all APPROPRIATION ADJUST-
MENTS .

. Accounting
Operations
9. Upon receipt of GRANT INFORMA-

- TION SUMMARY, if responsibility
for financial reporting has not
been delegated to Grantee Agency
then:

. Enter appropriate grant
information in GRANT REGIS-
TER.

. Submit all narrative and sta-
tistical reports and state-
ments required by the terms
of the grant to the grantor.
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SUBJECT

ACTION UPON RECEIVING
GRANT APPROVAL

. Accounting
Operations

. Create grant revenue and
appropriation accounts num-
bers.

. Prepare an ACCOUNT CHANGE
NOTICE to add new accounts
to the City's "Chart of
Accounts® book, and forward
1 copy of ACCOUNT CHANGE NO-
TICE to grantee agency.

Upon receipt of GRANT INFORMATION
SUMMARY, if responsibility for

financial reporting has not been
delegated to grantee agency, then

. Prepare all financial re-
ports and statements re-
quired by the terms of the
grant.
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.Form Number:28-1418-5113 -Order Unit: Specify *"Each"
.Type + Flat Sheet Folded .Quantity of Forms
.Size : 8 172" x 11*% .per Order Unit : 1 Sheet

To order, prepare a WAREHOUSE REQUISITION (28-1458-5129) (AM-302-1-1)
specifying Warehouse Division 02, and citing the above information.
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