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Introductions
• OJP and OJP Staff
• Grantees – please add your name 

and organization to the chat!

1

Presenter Notes
Presentation Notes
This is a mandatory training and by signing in we can document that you have received this training.
Please put questions in the chat box.




OJP Landscape
⦁ Justice and Community 

Grants
⦁ Crime Victim Services Grants
⦁ Crime Victim Reparations
⦁ Crime Victim Justice Unit

⦁ Training and Research
⦁ Juvenile Justice Advisory 

Committee
⦁ Violent Crime Coordinating 

Council
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New: 
⦁ Missing and Murdered Indigenous Relatives Office

⦁ Youth Justice Office

Presenter Notes
Presentation Notes
First – a brief overview of OJP
JCG – YIP, CCP, CJR, JAG, misc – ARPA VI
CVS – cvs, shelters – ARPA ss




American Rescue Plan Act 
COVID-19 Response Grants

⦁ Innovation in Community 
Safety Grants (State and 
Federal)

⦁ Violence Interventions 
Grants

⦁ Survivor Support Grants
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Grant 
Administrat ion,  
Agreement, and 
Manual
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Grant Administration Guidance
⦁ Federal Office of Management and Budget Uniform Guidance (CFR 

200)

⦁ Minnesota Office of Grants Management policies

⦁ GOAL: Compliance
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Presenter Notes
Presentation Notes
OJP policies and procedures are guided by these two offices
GOAL – keep us in compliance so we can continue to distribute funds to communities
Keep you all in compliance so you can continue accept awards and provide service AND not pay any money back
We want you to be successful  -  we know priority is programming but also need to pay attention to the administrative detail.



ARPA Grant Administration
⦁ Federal funds coming through Minnesota Management and Budget 

(MMB)

⦁ ARPIC and SICS end April 30, 2023

⦁ ARPA SSP1 ends March 31, 2023

⦁ ARPA SSP2 ends April 30, 2023

⦁ Currently, no extensions possible
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Presenter Notes
Presentation Notes
Federal funds – many requirements and rules to follow
Other ARPA funds available elsewhere (MPLS) may have longer grant terms
Legislature did not give us authority to spend past June of 2023
Grant ends of 3/31 and 4/30 to allow time for final closeout
I keep asking  - but no movement to extend this deadline



ARPA Grant Administration –
the Grant Agreement (contract)
⦁ The grant agreement is a legal document and includes, by 

reference:
⦁ The Grant Manual (on OJP website) 
⦁ Terms & Conditions (in e-grants)
⦁ Program Guidelines (in e-grants)

⦁ The expectation is that grantees follow federal , state, and local 
laws, rules, regulations

⦁ Compliance with Federal Grant Requirements
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Presenter Notes
Presentation Notes
Once award is made that means the agreement is executed
LEGAL DOCUMENT COVERING GRANTEE REQUIREMENTS:
Not fascinating reading – like downloading an app and having to agree to the terms and conditions BUT these include many rules you will be expected to follow
BUT – if we find something is not being followed – we will refer you to the fact you did agree to follow these.
Someone in your org should read them now, if they haven’t already




ARPA Grant Administration –
the Grant Agreement cont.
⦁ Commits you to carry out activities according to the work plan 

that was submitted and approved

⦁ If changes to work plan or budget are needed , talk with your 
grant  manager
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Presenter Notes
Presentation Notes
If you find some piece of your work plan or budget isn’t working out, please talk to us so we can approve any changes and document it



Grant Manual
⦁ A reference guide for use by grantee 

administrative and program staff 
⦁ The “First Stop” when you have a question
⦁ Link to manual provided on OJP website under 

“Grants” tab
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Presenter Notes
Presentation Notes

Overview of rules & regulations – emailed to all???  Online- link on resource page
Covers a dozen different grant programs at ojp – program specific detail not always there
Agreed to follow when signing grant  (ex – half way thru grant we have finding to not pay negative pto balance and you say you never heard that – we can refer to manual…)
Please have all staff working with administration/reporting for an OJP staff familiarize themselves with content. 
First stop when you have a question




Financial 
Management
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A grantee’s financial management 
responsibility is to conduct business so that 
the expenditure of public funds is made in 
accordance with the public trust and 
congressional and legislative intent.

Presenter Notes
Presentation Notes
Again – federal funds come with many requirements
We know these sound burdensome and excessive – we think so too
Our experience with  audit findings have convinced us we do need to monitor for these





Financial Management 
Standards
⦁ Written accounting policies and procedures
⦁ Follow generally accepted accounting principles
⦁ Resources available to assist if needed
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⦁ Grantees are responsible for reporting any 
known or suspected financial irregularities

⦁ Failure to report may result in termination of 
grant or other actions

Presenter Notes
Presentation Notes
Very important – has happened a number of times – does not mean grant will be terminated
If you know/suspect fraud contact OJP
Ex – call from ED on staff misusing funds






Financial Management 
Standards

⦁ Financial reporting 
⦁ Accounting records
⦁ Source documentation 

(receipts)
⦁ Internal controls

⦁ Budget control
⦁ Allowable cost(s)
⦁ No co-mingling of funds
⦁ Follows general accounting 

policy and principles
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Requirements Include:

Presenter Notes
Presentation Notes
CFR – code of federal regulations (Office of Management & Budget Guidance) 
This is an overview. Please contact grant manager with questions
Financial Reporting – accurate/current/complete/regular
Records –source of funding & use of funds for grant-funded activities – details such as obligations, balances, assets, expenditures, income, interest, and
Source documentation is payroll records, receipts, contractor invoices, BANK STATEMENTS, ETC
Internal controls – financial management practice used to prevent misuse of funds/other assets (ex – segration of duties)
Budget control-expenditures COMPARED TO APPROVED BUDGET REGULARLY – NOT WHEN YOU CAN’T SUBMIT AN FSR CAUSE THE LINE ITEM IS SPENT.  Agency staff and board
Co-mingling of funds- federal funds should have their own account and code. 
Can’t put all funds into one account – fed $ needs own account
Accounting basis – one of two - cash (as received and spent) or accrual (as earned and incurred) 
must be consistently used (asked as part of application)



Financial Management Standards 
– Grant Payment Guidelines

⦁ Reimbursement can only 
happen after expense is already 
paid

⦁ Reimbursement only for actual  
- not budgeted – costs

⦁ Detail in description box of the 
FSR

⦁ Run questionable costs by GM 
first

⦁ Must be within grant period
⦁ Keep track of your source  

documents

15

Presenter Notes
Presentation Notes
REIMBURSEMENT – you must pay the cost and then ask us to pay you back
ACTUAL COSTS – not one month’s worth of the budgeted amount
USE THE DESCRIPTION BOX TO LIST DETAIL – so when you claim $4000 for office expenses, we know that $500 paid for new chairs, $115.50 paid for phone bill, etc.  
DO NOT INCLUDE SOME EXPENSE YOU THINK IS QUESTIONABLE – call your GM first
ACTIVITY MUST BE WITHIN GRANT PERIOD – no repayments
ORGANIZE DOCUMENTS FOR EASY ACCESS – we will be doing financial desk reviews – plan for easy retrieval – more later





Federal regulations require that 
costs be:
⦁ In the approved budget
⦁ Allowable
⦁ Necessary to support grant activities
⦁ Actual
⦁ Reasonable
⦁ Allocable to grant program
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Presenter Notes
Presentation Notes
ALLOWABLE – may have travel in budget, but if we find it is for expense outside of grant period, it won’t be allowable. 
NECESSARY
ACTUAL – not just what is budgeted
REASONABLE – DEFINITION ON PAGE 16 – example: Someone buys a desk for $5,000
MAY BE TECHNICALLY ALLOWABLE – BUT NOT REASONABLE
ALLOCABLE – Need method for allocating costs to grant
A common example is to base costs such as rent on percentage of staff time supported by grant funds. Can’t just be a random amount. 



Federal regulations for Personnel:
 Staff must track hours worked BY funding source

 Timesheet – daily record of t ime worked
 Time tracking – daily record of t ime worked by 

funding source
 Some t imeshee ts function as both, bot  not  all

 If t ime is not  t racked by funding source  you will not  
rece ive  payment.
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Presenter Notes
Presentation Notes
A COUPLE HIGHLIGHTS ON FEDERAL REQUIREMENTS
After repeated audit findings, we are now very serious about this requirement.
If you request reimbursement for staff partially paid with this grant we will need to see a document that shows hours worked each day on the ARPA grant.



Federal regulations for Contracts:
⦁ Copies of contracts must be sent to Grant Manager for file

⦁ Critical elements:
⦁ Need to be within grant period 
⦁ Must include Scope of Services & Deliverables 
⦁ Must  include  Terms of Payment – must  be  re imbursement  

only
⦁ Hourly rate  – not  to exceed $81.25/ hr (and must  be  

reasonable !)

⦁ Follow your organizat ion contractor protocol or use  the  State ’s. 
Contracts ove r $10 ,0 0 0  must  have  a compe t it ive  bid process of 
2 or more  quotes, and if ove r $25,0 0 0 , three  or more  quotes.

18

Presenter Notes
Presentation Notes
Scope- detailed description of what work will be done and what will the deliverables be
Terms of Payment - MUST BE REIMBURSEMENT - contractors must submit bills/invoices that detail days and hours worked and should include the max amount to be paid. 
Contract must reflect hourly less than the federal maximum and must be reasonable and justifiable.�



Grant Monitoring
⦁ Telephone/email contact

⦁ Financial Status Report (FSR) review
 Follows approved budget
 Enough de tail
 Matches amount of act ivity reported

⦁ Progress report  review

⦁ Site  visits: financial, administrat ive , program

⦁ Financial desk review of expenditures

⦁ Closeout  form
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Presenter Notes
Presentation Notes
Progress report review – we will ask for revisions if needed, such as not enough information or doesn’t seem to match amount of expenses reported




Financial Desk Reviews (FDR)
First and foremost…

DO NOT FREAK OUT when you receive a request for a desk 
review!
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Presenter Notes
Presentation Notes
Progress report review – we will ask for revisions if needed, such as not enough information or doesn’t seem to match amount of expenses reported




Financial Desk Review process:
⦁ Desk review request will be emailed

⦁ Email will include information to assist with gathering source 
documentation and required organizational information

⦁ Documentation is due three weeks from the date of request 
(contact us if more time is needed).
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Presenter Notes
Presentation Notes
Email will include copy of the FSR, worksheets, line item checklists show the type of documents we are looking for, 
Submit one email per budget line item requested, not one big attachment
If you want to mail it, contact us for a good mailing address 



Regarding Personnel:
⦁ Tracking daily hours worked is a federal requirement for 

employees paid with more than one source of funds.

⦁ Time tracking logs must be signed and dated by both the 
employee and supervisor.

⦁ Sample time tracking logs are available upon request or can be 
found on OJP’s resource page 
https://dps.mn.gov/divisions/ojp/grants/Pages/grant -
management- resources.aspx
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Presenter Notes
Presentation Notes
Staff paid with more than one funding source need to track hours using a daily time tracking log
Must be signed at the end of the pay period and before the pay date
PTO/Holiday hours need to be billed proportionate to wages. 8 hours of PTO/Holiday should be marked as PTO/Holiday, not included as hours worked under any of the funding sources.
Be sure time tracking log dates correspond with pay period dates


https://dps.mn.gov/divisions/ojp/grants/Pages/grant-management-resources.aspx


Regarding Payroll Taxes and Fringe 
Benefits:
⦁ Tax and fringe costs must be billed to the grant 

proportionate to how wages are billed

⦁ Allocating employer tax & fringe costs across your entire 
organization is also allowable

⦁ We have created a worksheet to help with this process if you 
are interested
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Presenter Notes
Presentation Notes
Refer to the checklist included in your desk review email to know the source documents we need
You must be able to explain your allocation method and this method must be used consistently
If paystubs do not include the employer portion of fringe benefits, we need the invoices from those vendors showing their eligibility
We need to see proof of payment for paid taxes and fringe benefits (bank statements work best)




Regarding Contract Services:
⦁ Need copy of fully executed contract

⦁ A copy of the detailed invoice

⦁ Proof of payment
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Presenter Notes
Presentation Notes
Invoice from contractor must include dates and times worked along with the services provided




Regarding Travel and Training:
⦁ Reference our most current Commissioner’s Travel 

Plan for current per diem and mileage rates

⦁ We will ask for conference agendas for any expenses 
claimed related to conferences
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Presenter Notes
Presentation Notes
Conferences may offer breakfast/lunch/dinner – make sure employee isn’t claiming one as well



Regarding Office and Program 
Expenses:
⦁ Need detailed invoice/point -of -sale receipt showing 

items purchased
⦁ If not claiming all items on a receipt, be clear which 

items are being billed to our grant
⦁ Invoices/receipts must show form of payment
⦁ Include proof of payment
⦁ If purchases were paid using a credit card, need the 

receipt, credit card statement AND proof of  credit 
card payment
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Presenter Notes
Presentation Notes
Check number, EFT or credit card
Check stub, canceled check, highlighted bank statement



Regarding Other Expenses:

⦁ Could include rent, 
utilities, snow removal, 
lawn maintenance

⦁ Need copy of current 
rent/lease agreement

⦁ Copies of invoices and 
proof of payments
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Building Expenses Equipment Purchases
⦁ Any purchase  over $5,0 0 0  is 

considered “equipment”, not  
office / program expense

⦁ Best  to discuss any potential 
purchase  of $5,0 0 0  with your 
grant  manager

⦁ Copies of invoices and proof of 
payments

Presenter Notes
Presentation Notes
Invoice from contractor must include dates and times worked along with the services provided
Conferences may offer breakfast/lunch/dinner – make sure employee isn’t claiming one as well




Regarding State and Local Sales Tax:
⦁ Non profits are exempt from paying state and local 

sales tax (on most purchases), and property taxes
⦁ This includes utility bills such as Comcast, AT&T, etc.
⦁ Sales tax are unallowable expenses
⦁ Go to https://www.irs.gov/charities -non-

profits/applying - for - tax-exempt-status for more 
information

28

Presenter Notes
Presentation Notes
We encourage you to file as a tax exempt entity (if you qualify) and be sure all of your vendors have your tax exempt certificate on file – THOSE FUNDS SPENT ON SALES TAX COULD BE PUT TOWARD MORE IMPORTANT PROGRAM COSTS  




Top Findings from Site Visits and 
Desk Reviews:
1. Personnel billed to grant are not the same positions in 
the grant budget 
2. Missing or insufficient staff time tracking sheets
3. Personnel is billed differently than what the time 
tracking  shows
4. Miscategorization of employees and independent 
contractors 
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Top Findings from Site Visits and 
Desk Reviews cont :
5. Unreasonable, ineligible or unnecessary costs 
6. Items billed to the grant that are not in the budget 
7. Lack of proper source documentation
8. Expenses not within the grant period 
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Desk Review Close-out and 
Adjustments

31



Reporting

4

• Financial Status Reports (FSRs) 
• Quarterly Progress Reports (PRs)
• Budget Revisions



Reporting Requirements and 
Deadlines 
⦁ Financial Status Report (FSR)

 Monthly or quarte rly – even if you don’t  have  
expenses, you’ll st ill need to submit  a report .

⦁ Narrat ive  Progress Report  – due  quarte rly on 
October 20 , J anuary 20 , April 20  and FINAL due  
May 20 , 20 23.
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Presenter Notes
Presentation Notes
FSR is a request for reimbursement.
Remember that the State Innovation (SICS) grant has a June 1 start date and the ARPA Federal Innovation (ARPIC) has a July 1 start date.




FSRs – How You Get Paid 
⦁ Completed in e-Grants (at a minimum quarterly)

⦁ Go to your specific grant > re lated items > init iate  FSR

⦁ Comple te  the  FSR form
⦁ FSR Line  Items
⦁ FSR Summary Form 
⦁ Source  Documentat ion Upload form – if requested
⦁ Change  status to submitted
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Presenter Notes
Presentation Notes
These instructions will make sense when you are in egrants and you GM will send you FSR and PR guides that walk you through the process



FSR Line Item Detail 
⦁ Include details in the description box of the FSR.

Example: Office supplies ($115.14); Phone/internet ($101.88); Computer 
($1,388); Cultural activity supplies- drum materials ($150,49); field trip to 
Science Museum - 10 admissions ($200.00)

35

Presenter Notes
Presentation Notes
Sample on grants resource page – address at end of pp




Progress Report Process
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1. Go to your R elated Items, 
initiate Progress Report

2. Select: View, Edit & 
Complete forms

3. Upload Narrative 
Document 

4. Save and change status to 
“submitted”

Presenter Notes
Presentation Notes
This is path to starting the progress reports – your PR will not seen in egrants until you initiate it
Narrative asks for numbers related to activities – needed for our report to feds
And four questions on next slide




Progress Report Tracking Questions: 
Populations Served and Grant Activities
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Progress Report Narrative Questions:
1.  Project Implementation – Descript ion of act ivit ies 
during the  quarte r

2.  Project Outcomes – Status of outcomes listed in 
your evaluat ion plan

3.  Barriers - Descript ion of any challenges and how 
they were  dealt  with

4 . Revisions Necessary – List  any requested revision
** Revisions must  be  pre-approved by your grant  manager before  they are  
implemented.
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Budget Revisions
Contact your 
grant manager 
via e-mail to 
formally request 
a revision. 
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A revision is needed if 
expenditures in any 
budget line item total 
exceed 10% or $200 
(whichever is 
greater).

Revisions MUST be 
approved and finalized 
no later than 30 days 
prior to final grant 
contract end date.

Presenter Notes
Presentation Notes
We know most will need budget revisions-
Still needs to be tied to work plan
Again – OJP is flexible – cleaning supplies, things for connecting remotely, etc.
Please review grant manual for more formal steps 






E-Grants 
Overview

5

Presenter Notes
Presentation Notes
Users - everybody needs to register (Even if you have already submitted an application.) This is a audit finding and will need to know who submits what. 
Status - Even if you submit a report or complete all forms, e-grants runs by statuses and you need to change statuses 
Reports - all reports are completed in e-grants 




E-Grants Overview
User Registration
All persons working on grant 
reporting needs their own 
e-grants account.

Training
Training materials in 
tab located on the top 
of e-grants home 
screen.

Statuses
Reports and revisions are 
not submitted until the 
status is changed. 
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Presenter Notes
Presentation Notes
Link found in resource page



E-Grants Overview
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Main User Screen
Main Grant Screen

Presenter Notes
Presentation Notes
Link found in resource page



E-Grants Overview

A - Grant Number
Denotes the title of the 
identified Application, or Grant 
Awarded in the e-grants system. 
It is the identifier of the grant 
contract in the system.

R - Number
Denotes a quarterly 
progress report in the 
Report Menu.

F - Number
Denotes the title of the 
FSR you have initiated 
in the Report Menu.
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The list of grant documents including application and supplemental 
reports, etc. can be found in the Grant Menu. 



Look for “View my Tasks” on your main home 
screen.

Then click on “Open Tasks.” 

Then click on your A-number, which will get 
you to your OJP grant menu for that specific 
grant. 
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Presenter Notes
Presentation Notes
Grant Menu- all reports are called, “Related Items” and in order to review/complete the FSR or Progress Report you will need to click, View Related Items. 
Initiate Financial Status Reports (FSR’s) and Quarterly Progress Reports. These will then be “in process” and located in your task list after they have been initiated. 



Wrap-up
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• We’re here to help you with any grant 
management issues

• We want  you to be successful
• Please don’t hesitate to reach out with 

questions
• We will be sending resources

Presenter Notes
Presentation Notes
Will be emailing copies of:

Grant Manual
Egrants guides for submitting FSRs and Progress Reports
Progress Report guidance




Contacts:
Tricia Hummel, Assistant Director: Tricia.hummel@state.mn.us

Kris Kvols, ARPA Survivor Support Grant Manager:  Kristine.Kvols@state.mn.us

Tom Miller, ARPA Violence Intervention Grant Manager: Thomas.miller@state.mn.us

Rachel Peterson, ARPA Violence Intervention Grant Manager: Rachel.Peterson@state.mn.us

Vicky Anthony, Financial Compliance Monitor: Vicky.anthony@state.mn.us
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Presenter Notes
Presentation Notes
Contact your grant manager, me or Vicky
Best of luck with your programs
Thank you for coming

mailto:Tricia.hummel@state.mn.us
mailto:Kristine.Kvols@state.mn.us
mailto:Thomas.miller@state.mn.us
mailto:Rachel.Peterson@state.mn.us
mailto:Vicky.anthony@state.mn.us


Resources
OJP Resource Page:  
https :// dps.mn.gov/divisions/ojp/grants/Pages/grant -
management- resources.aspx

Grant Manual:  
https://dps.mn.gov/divisions/ojp/grants/Documents
/grant -manual.pdf

E-Grants:  
https:// app.dps.mn.gov/egrants/Login2.a
spx?APPTHEME=MNDPS

https://dps.mn.gov/divisions/ojp/grants/Pages/grant-management-resources.aspx
https://dps.mn.gov/divisions/ojp/grants/Documents/grant-manual.pdf
https://app.dps.mn.gov/egrants/Login2.aspx?APPTHEME=MNDPS
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