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PROCEDURES TO APPLY FOR AND TO ACCEPT FEDERAL GRANTS, REVENUE-GENERATING CONTRACTS/AGREEMENTS AND MEMORANDA OF UNDERSTANDING/MEMORANDA OF AGREEMENT

I.   PURPOSE:

The Division of Administration (DA) is responsible for ensuring department funds are accounted for properly, for ensuring the proper receipt and disbursement of those funds, and for securing appropriate documentation necessary for audits and compliance reviews.  This includes accepting federal grants, revenue-generating contracts/agreements, and memoranda of understanding/memoranda of agreement. 

 II.   SCOPE:

Department-wide

III.   POLICY:

It is department policy to review and approve written documentation and manage funds associated with federal grants, revenue-generating contracts/agreements, and memoranda of understanding (MOU)/memoranda of agreement (MOA) through the Division of Administration (DA).  The official signatory for the department is the DA Director or designee.

IV.   PROCEDURES:

A. Procedures for Federal Grants and Revenue-Generating Contracts/Agreements:

1. The DA shall review all grant applications and revenue-generating contracts/agreements for financial compliance prior to being signed by the DA Director or designee.  Legal compliance will be reviewed, as applicable, by the Office of General Counsel within the Department Director’s Office. 

2. The program shall send a completed copy of an Administration Action Report (DH-42 form, see Appendix B) along with grant application and revenue-generating contract/agreement documents to the Bureau of Financial Services (BFS), Grants Accounting Unit for review no later than five working days in advance of the submission due date or contract/agreement start date.  An application (paper or electronic) is not to be submitted or a revenue-generating contract/agreement entered into prior to being signed/approved by the DA Director or designee.  

a.  Paper Grant Applications and, Revenue-Generating Contracts/Agreements:  The completed DH-42 form and ALL correspondence and supporting documentation (without staples and paperclips) shall be submitted to and reviewed by BFS prior to submission.  Program staff shall identify on the DH-42 who will be the Principal Investigator and who will be the Lead Monitor for each grant or revenue-generating contract/agreement.

b.  Electronic Grant Applications:  A print-out of the grant application, including signature pages, and a completed DH-42 form shall be submitted to and reviewed by BFS prior to submission to the federal grantor agency.  Program staff shall identify on the DH-42 who will be the Principal Investigator and who will be the Lead Monitor for each grant.

3. Grant applications must include the appropriate amount of Indirect, Network, and Fringe as set forth by the department, unless all grant dollars are to be contracted or passed through to non-departmental entities.  

If a grant application is restricted on the reimbursement of fringe, network, and/or indirect costs, divisions are to prepare a memo summarizing the grant purposes and requested budget, along with a cost comparison by category showing the difference between the standard rate and the reduced rate if the lower rates are accepted.  In addition, a description of how the division plans to cover the costs in excess of the rate limit is also required.  The memo is then to be forwarded to the DA, BFS-Grants Accounting Unit for review, after which it is forwarded to the Department Deputy Director for final approval.  The memo should be submitted as early as possible to allow adequate time for review and approval.  Grant applications that include rates other than the annual rate will only be processed after an approval has been obtained and attached as supporting documentation to the application.  The Department Deputy Director must approve any exception prior to the grant application being submitted to the funding agency.
4. The DA shall review all federal grant applications and revenue-generating contracts/agreements for financial compliance prior to being signed by the DA Director or designee.  Legal compliance will be reviewed, as applicable, by the Office of General Counsel within the Department Director’s Office. 

5.   Program staff will contact BFS staff prior to contacting the federal grantor agency for a teleconference and will present all pertinent financially-related information and decisions to the appropriate BFS staff as soon as possible after any teleconference with the federal grantor agency.  This information is necessary to ensure documentation is available for the Central Grants File, as required by federal audit guidelines.

6.  All requests for extension of time and supplemental or carryover funds must be submitted in writing to BFS.  See Appendix C for a template letter for Carryover of Grant Funds to Next Budget Period, and Appendix D for a template letter for No-Cost Extension Requests.  These templates may also be accessed on the department’s intranet under “Applications”.

7.  The program shall send copies of all subsequent correspondence (including progress 

   
reports) to BFS for the Central Grants File.  The correspondence copies shall be sent to BFS within five business days from the date the program received the information.

8.  Copies of all correspondence concerning the budget or business administration of any federal grant or revenue-generating contract/agreement shall be sent to BFS with a completed DH-42 form.  Any requests to a federal grantor agency for budget or program revisions shall be submitted to BFS for departmental approval.

9. BFS will ensure the appropriate documents and tables are established in the Statewide Advantage for Missouri (SAM II) accounting system.  BFS will maintain a file of all documents or agreements executed on behalf of the department.

10. For the original budget load set-up for new grants, the program shall electronically submit a completed Budget Load Form to grants@health.mo.gov (see Appendix E).  For grant budget move changes, the program shall electronically submit a completed Budget Move Form to grants@health.mo.gov (see Appendix F).  For changes to grant Personal Services (PS) accounting lines, the program shall electronically submit a completed Personal Services Journal Voucher (JV) Form (see Appendix G) to grants@health.mo.gov.  These forms are available on the DHSS intranet under “Forms” and are the only authorized documents that BFS will accept for grant budget load set-ups, budget moves, or changes to PS accounting lines.

11. The program shall submit any necessary billing information to the Accounts Payable Unit in BFS in a timely manner.  BFS shall submit all billings, financial status reports and any other related documentation to the federal grantor agency/funding source with the appropriate BFS signature.

12. When a revenue-generating contract/agreement needs to be revised, the Bureau Chief of BFS or his/her designee shall send the revenue-generating contract/agreement and the applicable question(s)/concern(s) to the program for resolution.  The program shall resolve the question(s) or concern(s) and resubmit the revenue-generating contract/agreement to BFS no later than five calendar days from date of receipt.  After the question(s) or concern(s) have been resolved, the Bureau Chief of BFS or his/her designee shall send the revenue-generating contract/agreement to the DA Director or designee for signature.

B.  Procedures for MOU/MOA (and non-revenue generating contracts):

1. The DA shall review all MOU/MOA and non-revenue-generating contracts/agreements for financial compliance prior to being signed by the DA Director or designee.  Legal compliance will be reviewed, as applicable, by the Office of General Counsel within the Department Director’s Office.   

2. The program shall send a completed copy of an Administration Action Report (DH-42 form, see Appendix B) for the MOU/MOA or non-revenue-generating contract to the Procurement Unit in BFS along with ALL correspondence and supporting documentation.  These documents must be submitted no later than five working days in advance of the start date of the MOU/MOA or non-revenue-generating contract.  An MOU/MOA or a non-revenue-generating contract/agreement must not be entered into prior to being signed/approved by the DA Director or designee.

3. The program shall send copies of all subsequent correspondence (including progress reports) to the Procurement Unit in BFS for the central file.  The correspondence copies shall be sent to the Procurement Unit in BFS within five business days from the date the program received the information.

4. Copies of all correspondence concerning the budget or business administration of any MOU/MOA shall be sent to the Procurement Unit in BFS with a completed DH-42 form.  Any requests for budget or program revisions shall be submitted to the Procurement Unit in BFS for departmental approval.

5. The program shall submit any necessary billing information to the Accounts Payable Unit in BFS in a timely manner.  BFS shall submit all billings, financial status reports and any other related documentation to the contracting agency/funding source with the appropriate BFS signature.

6. When an MOU/MOA needs to be revised, any question(s)/concern(s) shall be sent to the program for resolution.  The program shall resolve the question(s) or concern(s) and resubmit the MOU/MOA to the Procurement Unit in BFS no later than five calendar days from date of receipt.  After the question(s) or concern(s) have been resolved, the Procurement Unit shall send the MOU/MOA to the DA Director for signature.
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