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Presenter Notes
Presentation Notes
Start Recording - Thank you all for joining us today to go over the 2024 Specialty Crop Block Grant award. 


Overview

* SCBG Overview

* Acknowledgement of Funding
Quarterly Ledgers

e Travel

* Procurement

* Equipment vs. Supplies

* Ledger Credits

Unallowable Costs

* Performance Reporting

Budget Revisions/Amendments
Pass-through entity requirements
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Presentation Notes
There are a few changes that we implemented for this year’s award that you need to be made aware of with the biggest change being implementation of a new grant management software that I will talk about later in the presentation. 

Much of the performance reporting and financial reporting is the same. As a general overview for today’s webinar, I’m going to give a high-level review of the Specialty Crop program, review the reporting requirements, how to submit amendment requests, and review the reimbursement process, so you know how to get paid.​


SCBG Overview

* As a subrecipient you are required to adhere to all the USDA Terms &
Conditions as well as all ISDA rules and regulations as set forth in your
Disbursement Agreement

* Please review these documents carefully and reach out to ISDA with
any questions. The Terms and Conditions vary slightly each year.

* When dealing with Federal grants with strict rules, it is ALWAYS better
to ask for permission in advance than to ask for forgiveness
afterwards. ©
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Presentation Notes
All subrecipients are required to know and adhere to the USDA Terms and Conditions, as well as our ISDA rules and regulations outlined in your Disbursement Agreement. USDA’s Terms and Conditions change slightly each year, and you are able to access them on our website as well as USDA’s site. If you have any questions with these documents, please reach out. 

As a reminder, please always ask for permission in advance rather than after the fact to avoid potential unallowable costs. 


Acknowledgement of Funding

* ISDA and USDA require acknowledgement of funding support in all
relevant publications, including press releases, signage, websites, and
printed materials.

* USDA has specific language and logos that should be used when
acknowledging their federal monetary support. Please reach out to
ISDA with any questions.
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Presentation Notes
As part of USDA’s Terms and Conditions and ISDA’s rules and regulations, it is required that subrecipients acknowledge in their publications that federal monetary support has been provided by USDA and ISDA. This acknowledgement should be included in all relevant publications including but not limited to press releases, signage, websites, printed materials, and audiovisual materials. 

USDA has specific language and logos that they require to be used when acknowledging their federal monetary support. This language can be found in your specific disbursement agreements. If you have any questions on this requirement, please reach out to ISDA prior to publication. 


Cost Principles

Must ALSO follow applicable cost principles:
»>2 C
»>2 C
»2 C
»>2 C

-R

Part 220: Educational Institutions
Part 225: State, Local, and Tribal Governments
Part 230: Non-Profit Organizations

Part 3052: OMB Circular A-133 Audit Requirements

JDAHO
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Presentation Notes
In addition to the Terms and Condition’s, there are several codes of federal regulations known as CFR’s that outline what’s allowable and unallowable for the grant. The listed CFRs on this slide provide applicable cost principles specific to the type of entity receiving the federal award. 


Grant Management Software — AmpliFund

* ISDA is transitioning to the use of grant management software called
AmpliFund to streamline grant administration.

e Quarterly ledgers, progress reports, amendments, and other federally
required documentation will need to be submitted through
AmpliFund.

* Training Sessions:

* Two separate training sessions will be recorded and held with AmpliFund:
* Wednesday, October 23 9:00am MST — Overview to cover system basics and navigation

* Tuesday, October 29 9:00am MST — Processes to submit ledgers, performance reports,
and other custom forms
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Presentation Notes
As I previously mentioned, one major change for this year’s award is the use of a grant management software called AmpliFund. ISDA is transitioning to this software to help streamline the grant processes and requirements. You will be required to submit quarterly financial reports, annual progress reports, amendments, and other federally required documentation through this system. 

We will be holding two separate trainings with AmpliFund on Wednesday, October 23 at 9am and Tuesday October 29 at 9am. The first session will be an overview of navigating the system and getting your account setup. The second session will cover how to submit the various reporting. You should have already received meeting invites for both trainings. Please plan on attending these trainings if possible so you can ask questions! If you are not able to attend, we will be recording both trainings and will send the recordings out after the meetings. 


Amendments — Budget Revisions

* ALWAYS ask in advance for changes in your project.

* Written approval from ISDA must be obtained in advance for a revision of the project budget that
exceeds 10% of the total project budget. Budget revisions that do not exceed the 10% threshold do
not need a formal revised workplan, but ISDA notification is required.

* USDA must approve in advance any changes to the scope, objectives, or outcomes/indicators. Also,
the addition of any equipment, travel, or a new contractor needs pre-approval.

* To request budget changes, submit the following:
* Explanation of why change is needed

* Revised workplan
* Underline any new text where possible.

* Disbursement agreements will be executed for the full length of the grant. Be aware that no
additional time extensions will be allowed for the projects.
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Presentation Notes
We have also made some changes to when an amendment is required. Previously we required a formal budget change amendment when a budget category was overspent by 10% of the category. For the 2024 award, we are now requiring a formal budget change amendment for a revision of the project budget that exceeds 10% of the total project budget. So, for example, if your total award amount is $100,000 and you are wanting to reallocate $10,000 between various categories, then we would require a formal amendment with a revised workplan. 

With that said, be aware that we still require you to notify us for budget revisions that do not exceed the 10% threshold, we just won’t need you to submit a revised workplan. 

Another change to be aware of is that the disbursement agreements will be executed for the full length of the grant. Instead of having applicants submit a 9-month no cost time extension if they need additional time to complete their projects, we will be executing all projects for the full length of the grant period, meaning that no additional time extensions will be permitted for the project. So please plan accordingly as you begin work on your projects.

Other changes to the workplan that require written approval from ISDA in advance are changes in equipment that was not previously approved by USDA in the workplan, major changes of the project scope, changes in project key personnel, and any changes to the contractual budget category.

Formal amendment requests will need to be submitted within AmpliFund. This process will be reviewed during one of our subsequent trainings with AmpliFund. The updated process to request a budget change will look similar to our current process, where we will need an explanation of why the change is needed along with the revised workplan. With USDA’s new pdf template of the workplan, editing capabilities are limited. Instead of using strikethrough and highlights, you will need to underline any new text, where possible, within the pdf template. 


Quarterly Ledgers - Sample

2019 Specialty Crop Block Grant: Title:  Your Project Title Here

Entity. Sub-Recipient Name Here
For the Period: October 1 - December 31 2019

Quarterly Financial Report - Grant Funds Only

Backup Corresponding Budget

documentati Category

Payment . e i . = 2 -
Method Date Vendor o laBel Line item description *As listed on approved Line Item Budget *From approved Line occuring during | Funds remaining

(A-Z) Item Budget* Shis R cx

[TOTAL AWARD $ 50,000.00
Credit Card]11/21/2019 Alaska Airlines Economy Flight for John Smith to attend conference Travel 500.00 49,500.00
Credit Card]11/21/2019 Enterprise Rental Car Rental Car for John Smith to attend conference Travel 115.00 49,385.00
Credit Card]11/23/2019 JW Marriott Hotel Lodging for John Smith to attend conference Travel 340.00 49,045.00
CK# 1001 |11/24/2019 The Ad Agency Creation of Marketing Brochures Contractual 2,500.00 46,545.00
CK# 1001 |11/24/2019 The Ad Agency Printing Cost of Marketing Brochures Contractual 375.00 46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00

Expenditures

mjo|o|wm]>=

b foa e pemr |67

AMOUNT TO BEI

Totals DISBURSED: $3,820.00] $ 46,170.00

Name of Person Submitting Ledger Date
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Presentation Notes
As part of the grant requirements, you are required to submit quarterly ledgers which we use to reimburse you for your grant expenses. The ledger is what we pay off of, so it’s important the amounts are accurate and complete information is provided. We will provide you with the financial ledger template when you receive the fully executed agreement. Each project will receive the ledger template with the title, subrecipient name, and formulas already included so you can enter the information accurately. 

The quarterly ledger covers a 3-month period and are due on the 20th day following quarter end. For example, the first ledger period will be October 1 – December 31 and project spending can start once the agreement has been fully executed. The first quarterly ledger will be due to ISDA January 20th. Timely submissions are important so we can process and get you paid quickly. If you are needing additional time to gather information, please let us know so we are aware and can work with you. We often will have questions regarding expenditures, it is also important you respond to our questions in a timely matter so that we can get the ledgers processed and paid. 


Ledgers - Overview

Before submitting Quarterly Ledgers:

Check the Title to make sure it matches what is listed in the Agreement. Please do
NOT change the title to your own liking. It needs to match the project name.

Check Period Date Range (No overlapping ledgers, and it needs to correlate to dates
on back-up documentation).

* |If back-up documentation does not match ledger period, provide explanation as to why

Check to make sure all fields have been completed for all ledger entries (i.e. check#
or invoice#f, date, vendor, line item description, budget category, expenditure, etc.).

Please check to make sure that everything you are submitting is part of your

approved work plan.
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Presentation Notes
As previously stated, the ledger templates we provide will have the title and period ranges pre-populated in the spreadsheet so there should not be a need to change the title or period range. Before submitting quarterly ledgers, please review the title and information is correct. Please do not change the title to your liking, it needs to match the approved project name in the agreement and workplan. Also please check the period date range is correct and not overlapping with the prior quarter. We want expenses paid in the appropriate quarter so there are not duplicate charges.  If you are claiming expenses from a previous quarter that was not previously claimed, please provide an explanation with the backup documentation as to why it is late. 

Please make sure everything that is being submitted is in the work plan. Be aware that if an item is purchased that is not in the work plan, it may be denied. If something is purchased that was not in the work plan, please provide justification as to why it wasn’t in the work plan and why it is needed for the project. 

If additional items need to be added to your workplan budget, please submit an amendment before purchasing the items to ensure allowability and that you will be reimbursed for the expense. 


Ledgers — Budget Categories

Use only defined USDA budget categories and match them to your
budget and work plan

Seven Budget Categories Specified by USDA

e Personnel
* Fringe

* Travel
Equipment
Supplies
Contractual
Other

- oy L . f ( k - : : - \ > ; > .
| ¢ A g } " g 3 y ol ) .
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Presentation Notes
When completing your ledger coversheets, please match your expenses to the 7 pre-defined budget categories specified by USDA. These categories are the same as the ones specified in your workplan. 


Ledgers - Overview

Count only expenses for that quarter

 (if there is an expenditure from a previous quarter
provide an explanation as to why it was not on
previous ledger —i.e. Had not received invoice yet)

Make sure each column is filled out on Ledger

Submit the ledger in AmpliFund. This
submission will act as a digital signature. @

Provide proper supporting documentation for
all expenses
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Presentation Notes
When submitting the ledgers, please make sure each column is filled out and submit the ledger along with the proper supporting documentation for all expenses via AmpliFund. The submission will act as a digital signature. Subsequent training will be provided by AmpliFund to help you navigate the grant management software and how to submit a payment request. Again, the ledgers should only include expenses for that quarter. If you missed an expense from a prior quarter, please provide an explanation as to why it was not on the previous ledger. 

If you have zero expenses for the quarter, you must still submit a quarterly ledger stating, “no expenses”. 


Ledgers — Back up Documentation

Per USDA- AMS Terms & Conditions:

“Recipients must collect and maintain source documentation associated with
costs incurred as a result of the Federal award and make it available to AMS upon
request. Source documentation includes, but is not limited to: receipts, canceled
checks, paid bills, payrolls, time and attendance records, contracts, invoices, and
sub award documents. If recipients pays a portion of the total amount indicated
on the source document, it must appropriately identify the specific expenses and
total amount charged to the grant.”
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Presentation Notes
As previously mentioned, supporting documentation must be provided for all expenses that you are requesting reimbursement for. USDA’s Terms and Conditions of the grant state that recipients must collect and maintain source documentation associated with costs incurred as a result of the Federal award. Source documentation includes, but is not limited to: receipts, canceled checks, paid bills, payrolls, time and attendance records, contracts, invoices, and sub award documents. If you pay a portion of the total amount indicated on the source document, it must appropriately identify the specific expenses and total amount charged to the grant. 

https://www.ams.usda.gov/sites/default/files/media/FY2019GDTermsandConditions.pdf

Source Documentation

USDA Site Visit to ISDA - 2013

* Through interviews with staff and a document review it was
determined that ISDA did not originally collect source documentation
in accordance with 7 CFR Part 3016.20(b)(6) and 2 CFR Part 225
Appendix A 9C.1.j, which requires that accounting records be

supported by adequate source documentation for ISDA to determine
that costs are necessary and reasonable, allocable, and allowable.
Consequently, all of the subgrant files for both grant agreements
reviewed during the site visit (12-25-B-1065 and 12-25-B-1225) were
incomplete.
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Presentation Notes
If adequate source documentation is not received, we will come back requesting for additional information. Before we can pay a ledger, we must have the supporting documentation so that we can review whether the cost is reasonable, allocable, and allowable. This is a requirement from USDA. We occasionally will have site visits from USDA, and they have reviewed ledger documentation. The results of a 2013 site visit found that we were not collecting adequate source documentation. So be aware, that our requests for additional documentation and questioning of expenses is to fulfill this USDA requirement. 


Ledgers — Back up Documentation

* All entries on each ledger must be supported by source documentation
and a general ledger report. Please make sure the source
documentation is legible and we can tell exactly what was purchased
and charged to the ledger.

* |f there is an unusual charge, please explain why it is relevant to the
project. Feel free to write on the receipt or invoice.

* Proof of payment is required for all expenses. A general ledger
report from an acceptable accounting system is required to be
submitted showing the expenses have been paid and are tied to
your organization’s accounting system.
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Please make sure the source documentation is legible, and we can tell exactly what was purchased and charged to the ledger. If there is an unusual purchase that is not clear why it would be needed for the project, we likely will ask for an explanation. A note on the invoice or receipt explaining the purchase is very helpful for us and will speed up the payment process. Remember that we are not the one’s executing the project, so what may be clear to you, may not be clear to us. 

In addition to the source documentation, a general ledger report from an acceptable accounting system is also required to be submitted that shows all the expenses for the quarter have been paid and are tied to your organization’s accounting system. 


Ledgers — Back up Documentation

Mark A, B, C on ledger and corresponding ledger receipts.

2019 Specialty Crop Block Grant: Tifle:  Your Project Title Here
Entity: Sub-Recipient Name Here
For the Period: October 1 - December 31 2019

Quarterly Financial Report - Grant Funds Only

Backup Corresponding Budget

Payment documentati Category

< o G ume gop o . - 5 = s
Method Date Vendor i [abal Line item description *As listed on approved Line Item Budget *From approved Line occuring during | Funds remaining

(A-2) Item Budget* ihisioarter
TOTAL AWARD $ 50,000.00

Credit Card|11/21/2019 Alaska Airlines Economy Flight for John Smith to attend conference Travel 500.00 49 500.00
Credit Card]11/21/2019 Enterprise Rental Car Rental Car for John Smith to attend conference Travel 115.00 49,385.00
Credit Card|11/23/2019 JW Marriott Hotel Lodging for John Smith to attend conference Travel 340.00| 49,045.00
CK# 1001 J11/24/2019 The Ad Agency Creation of Marketing Brochures Contractual 2,500.00] 46,545.00
CK+# 1001 J11/24/2019 The Ad Agency Printing Cost of Marketing Brochures Contractual 375.00 46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00
46,170.00

Expenditures

mo[o|w>
e fe [ e [

AMOUNT TO BE
Totals DISBURSED: $3,830.00] $ 46,170.00

Name of Person Submitting Ledger Date
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Presentation Notes
When you receive your financial ledger template, you will notice there is a column titled, “backup documentation label (A-Z)”. When preparing your quarterly reporting, please write a letter on the backup documentation that corresponds with the expense on the ledger. Within AmpliFund, this backup documentation will need to be uploaded for the specific line-item expenses. Please include in the file name this lettering system so we can easily review and reconcile the ledgers for payment. When we get 50+ pages of supporting documentation, it quickly becomes very difficult, and time consuming for us to organize the ledger and verify the purchases. Labeling the documentation will minimize our questions and speed up the payment process. 


Ledgers — Back up Documentation

For U of | example, label the itemized expenditure report, Chrome River
Report/Jaggaer AND individual receipt

Cperating Expenses

Expense Details Report ID: 0100-2240-4745

Expense Report NT Popovl PCard Recon 02/15-02/28/2021

Alert Cost Code Dish Amt  Pay Me Amt|

7 02/26/2021 E5724 Supplies 48.54 USD 0.00 USD

Business Purpose

E 5 7 2 4 Re s ea‘rCh Suppl les Description Eapavtn 4&4745 \%e: " ’ st
2 ‘onsumables needed for sample analysis
l 4 _APR_z 1 Z l O 1 6 O 8 8 NT Pop OVl Pcard Re con 4 O 4 7 4 5 Agllen 56 9 b 1 l D Receipt Attached:Yes Firm Paid: Yes Source: University of Idaho USBank P-Card
14-APR-21 Z1016088 PopavIn 404745 Ellsworth Reagents n JSA18.48 € s MRS GROMIOr  EASCIO e D
14-APR-21 721016088 PopavIn 404745 Idex Consumables nee f8.54 B
14-APR-21 721016088 PopavIn 404745 ThermoFisher Consuma 80.82 A pecaunt b
14-APR-21 71016088 PopavIn 404745 ThermoFisher Consuma /A70.32 E _ S— _— _—— —
g::'::;::rﬂuse Popavin 404745 Ellsworth
Reagents needed for sample analysis
Receipt Attached Yes Firm Paid: Yes Source: University of Idaho USBank P-Card
. . Banner B826717-224188 B26-020R0-AGPOP ISDA SCBG Nematode C 118.48 USD C
Financial Summary Index AGPOPI - Popova, Inna
Total Expenses Reported 2,842.40 Account E5724
Less Company Paid 2,842.40 Merchant Ellsworth
Amount Due Expense Owner 0,00 9 0272021 ES724 Supplies 369.11 USD 0.00 USD
Busmes; Purpose
Expense Summary e e e o o Sy
EXpense Type Total (USD) Receipt Attached:Yes Firm Paid: Yes Source: University of Idaho USBank P-Card
Supplies 2,842.40 ﬁ'adl,;e, szsjgrozrz?ae-;Fa‘ze-uzomﬂuss-rn T::v?f:&r;?;:i: v::;a 369.11USD D
Total 2,842.40 201 - 22411 g‘gg)r(nn-m Strawn,
Daniel G.
Allocation Account E5724
Allocations Charged Total (USD), Merchant Agilent Technologies
826717-224188 826-020R0-AGPOPI- 818.16 A B C, T
ISDA SCBG Nematode Control
826727-223922 826-020R0O-AGMOR 1,655.13
USDA APHIS FY19 PCN Eradication MM
826907-221394 H B
NIFA Phospahgorus Management SEENSREEESD 365:1341 Chrome River | www.chromeriver.com Page 4 of 5
Totaf 2,842.40
E-D
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Presentation Notes
The University of Idaho does a great job at labeling their backup documentation. Here’s an example of how they label their documentation. 

They will label their itemized expenditure report from their accounting system that shows the expense has been paid with a letter and then label the corresponding receipts and invoices with a matching letter. Please do something similar when you are preparing your ledger documentation. 


Ledgers — Back up Documentation

Submit receipts for all expenses.

Ensure costs are reasonable, allowable, and allocable.

Maintain accurate records.

Keep records for at least three years following grant end
date per the Disbursement Agreement.

JDAHO
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In summary, the Federal requirements for quarterly reporting includes submitting receipts for all expenses related to the grant. You should review that your costs are reasonable, allowable, and allocable. Every cost should directly benefit the project, follow federal guidelines, and be necessary for project objectives. You need to maintain accurate records and keep records for 3 years after the grant closes following the grant end date stated on your Disbursement agreement. So be aware, if you finish your project early you may have to keep records longer than 3 years. 


Ledgers — Splits/Cost Share

Splits/Cost Share

* |f you are splitting the cost of something (supplies, airfare etc.), with another project and only
charging a portion of the invoice/receipt to your Specialty Crop Block Grant project then you need
to include the other program code you are using to bill the other portion(s) to on the
invoice/receipt. We need to keep track if it’s another SCBG project.

* A split must make sense as well. It can be split by percentage, unit cost, acreage etc. However, it
cannot just be an arbitrary number to make it work within the budget. Random splits raise red
flags and give the appearance that what you are charging to the SCBG project is not an accurate
account of what should be allocated.

* |If you are splitting travel costs, be consistent. Example: all airfare, lodging, per diem is split at 50%

with another project. Do not split airfare in half and then charge 100% of per diem to another
project, but all of the lodging to this project.

STATE DEPARTMENT
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Presentation Notes
If you are needing to split or share a cost of an item between projects, please make it clear on the backup documentation.  Please include the other program code that you are billing the other portion of the bill to. This allows us to keep track if the split is between multiple SCBG projects. 

When making splits, they need to make sense. It can be split by percentage, unit cost, acreage, etc. However, it cannot be an arbitrary number to make it work with the budget. Random splits raise red flags. Make splits consistent and explain how splits were determined. If we see a 1/3 split between 3 projects, then next time a split of 40/40/20 we will want to know why the split changed. If splits are consistent, we do not need an explanation on every ledger.  The same goes with travel, please be consistent when allocating expenses.


Ledgers — Personnel/Fringe

Personnel/Salaries/Fringe

* Must provide payroll reports that show employees paid, dollar amount paid for each (broken down
between salary and fringe), time period or pay date for each period paid, and grand total salary and fringe
costs, that match what was reported on the ledger.

* For hourly employees: Provide timesheets or reports (can be incorporated into the payroll report) that show
each employees hours worked for each pay period that is included in the ledger request.

* For salaried employees: Complete the Exempt Employee Time Reporting Affidavit form provided by ISDA for
each salaried employee.

* Any deviations such as payroll incurred in a prior period needs documentation addressing why the payroll
was not reported in the correct period and supporting documentation to verify the dates and hours worked.

* |f there are any deviations from the work plan and budget on who is doing work on the grant, you must let
ISDA know before requesting it on the ledger for payment.

STATE DEPARTMENT
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Presentation Notes
Before I get into the specifics of the backup documentation for the specific budget categories, does anyone have any questions up to this point? 

When charging personnel and fringe to the grant, we need payroll reports that show employees paid, dollar amount paid that is broken out between salary and fringe, time period or pay date for each period paid, and grand total salary and fringe costs that match what was reported on the ledger. 

Hourly employees should provide timesheets or reports that show hours worked for each pay period. 

For salaried employees, we will need an exempt employee time reporting affidavit completed along with timesheets or payroll reports. If you need this form, please let us know. 

If you need retroactive pay due to payroll issues, then we need documentation addressing why the payroll was not reported in the correct period verifying dates and hours worked. If there are any deviations from the work plan on who is working on the grant, please let us know ahead of time. 


Ledgers — Personnel/Fringe

Personnel continued --

* Provide a staff list with the first ledger to identify who is working on the project and their role

e Submit an update anytime staff changes

PEESONNEL
# Name/Title Level of Effort (# of hours OR % Funds
FIE) Requested

1 | John Doe, Research Technician Sr. 25% year 1, and 20% year 2 $15,248

2 | MS student 50% each year $24.000

3 | Summer workerl 240 hours each vear $5.760

4 | Summer worker 2 240 hours each vear $5.760

5 | Research Technician 15% each year $10.166

6 | TH worker 135 hours each year $3,240

JDAHO
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Presentation Notes
A frequently asked question that we have is regarding individual’s who are working on the project. 

If the workplan does not specify by name who will be working on the project, please provide a staff list with the first ledger identifying who is working on the project and their role. For example, if the workplan has John Doe and various job positions budgeted but not individual students, please make a note in the expense comments section of Amplifund that Jane Smith is working as the Research Technician as outlined in the workplan. If staff changes over the course of the project, please provide updated staff lists when submitting quarterly ledgers. This is one question we will ask every time we see a new name working on the project. It will resolve a lot of questions if you provide this information upfront. 

If additional staff is needed from what was budgeted, please provide justification as to why more staff was needed to complete the project. 


Ledgers — Travel

Travel

* All travel is governed by the State Travel Policy. See:
http://www.sco.idaho.gov/web/sbe/sbeweb.nsf/pages/trvipolicy.htm

* Check all travel costs against what was written in your work plan (i.e. mode, type,
timeframes, conferences identified, etc.).

* Individuals who travel must match the work plan (i.e. employee A was identified as the sole
traveler but travel costs for other employees are included - these would not be allowed
without first asking for approval).

* Prior approval from ISDA is required before deviations from the work plan can occur.

STATE DEPARTMENT
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Presentation Notes
When requesting travel reimbursements be aware that the State Travel Policy is the governing policy for travel, and we will reimburse based on their rates. If you use your own companies travel policy, some costs may be unallowed so be aware of the state travel policy before traveling. Check all travel costs against what was written in the workplan. If deviations are needed, prior approval from ISDA is required. 

http://www.sco.idaho.gov/web/sbe/sbeweb.nsf/pages/trvlpolicy.htm

Ledgers — Travel

Travel — Vehicles

 If you are claiming mileage for travel, then you cannot also claim direct vehicle expenses such as fuel,
lube, etc. It is one or the other, but not both. If there are direct expenses such as lube and fuel for
equipment such as tractors, then please explain on the receipt or ledger.

* Motor Pool and Fleet Vehicles - For mileage, provide the beginning and ending odometer readings,
vehicle number, purpose of trip, destination, and traveler name. ISDA will NOT reimburse more than
the Federal mileage rate regardless of what your own travel policy may state.

* Personal Vehicles — For mileage, provide the beginning and ending odometer readings with
origination and destination or provide a map showing the origination and destination points with
number of miles traveled, traveler name(s), and purpose of trip.

* Rental Cars - Provide a copy of the rental car receipt, gas receipts with dates, purpose of trip,
destination, and traveler’s name.

STATE DEPARTMENT
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Presentation Notes
When claiming mileage for travel, you cannot also claim direct vehicles expenses such as oil changes or maintenance. It is one or the other, but not both. If there are direct expenses for equipment such as tractors, please explain on the receipt or ledger. Mileage will be reimbursed based on the State Travel Policy. Currently the rate is 67.0 cents a mile, anything above this will be unallowed. 

Depending on the type of vehicle used, we will need different types of supporting documentation. For claiming mileage on motor pool and fleet vehicles, please provide the beginning and ending odometer readings, vehicle number, purpose of trip, destination, and traveler name. Similarly, when using a personal vehicle please provide the beginning and ending odometer readings with origination and destination points or provide a map showing the trip with the total number of miles traveled, along with the traveler name, and purpose of trip. 

When requesting reimbursement for rental car use, please provide a copy of the rental receipt, gas receipts with dates, purpose of trip, destination, and traveler’s name. 


Ledgers — Travel

Travel — Hotel

* Hotel bills need to include the name of the traveler and dates of the
stay. Names of additional room guests (if room was shared) should be

written on the invoice.

* All Travel-Allowable with prior approval from USDA and ISDA, if not
already included in the work plan or budget.

JDAHO
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Presentation Notes
When claiming lodging, please provide a copy of the hotel bills showing the name of the traveler and dates of the stay. If a room was shared between 2 travelers, please write the names on the invoice. All travel must be pre-approved in the workplan. If a conference comes up that is not in the workplan, then you need to submit a revised workplan to ISDA to receive pre-approval before traveling. 


Ledgers - Travel

Meals

They are considered per diem expenses and must be in accordance with the State Travel
Policy or Federal GSA policy if out of state.

If attending a conference or meeting, provide a copy of the agenda and note if any meals
were provided.

Per diem is only allowable while in official travel status per ISDA Travel Policy

e Official travel status is when traveler is thsicaIIy away from their official primary workplace by a
distance of 50 miles for a minimum of 12 hours.

Supporting documentation needs to include the departure and arrival time for the first and
last day of travel to determine allowable per diem.

Under State Travel Policy, lunch within 50 miles of workplace is not eligible.
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Presentation Notes
Meals are considered per diem expenses and must be in accordance with the State Travel Policy or Federal GSA policy if out of state. Per Diem is only allowable while in official travel status meaning the traveler is physically away from their primary work station by a distance of 50 miles or more for a minimum of 12 hours. For example, If your primary station of work is in Boise and you are traveling around Nampa and Caldwell, you do not qualify for lunch per diem because it has to be over 50 miles. 

If attending a conference or meeting, provide a copy of the agenda and note if any meals were provided. If a meal was included as part of a meeting, then you are not able to claim per diem for that meal. 

Along with the other travel documentation, if you are claiming per diem, also state the start and end times of travel so we can verify the allowable amount of per diem.  


Ledgers - Travel

Airfare

All airfare must be included in the budget; if not, prior approval from ISDA and USDA is required.

Forei%n travel must also comply with the Fly America Act, 49 U.S.C. 40101 et. seq. Use United States and EU
member air carrier service for all travel and cargo transportation services funded by the United States
Government. When traveling between countries, if there is not U.S. Carrier available, a foreign carrier may be
used. If it is a code share, the flight must be booked with the U.S. carrier flight number.

Must provide receipt that shows all payments for flights and itineraries

Airfare purchased must be a coach or economy ticket — if you want to fly first class or business class you would
need to |c|>ay the upgrade to first class out of non-grant funds. Documentation must show that upgrade was paid
separately.

“Airfare costs in excess of the basic least expensive unrestricted accommodations class offered by commercial
airlines are unallowable”

* Unrestricted airfare is fully-refundable and fully—changeable

If the traveler goes early to a destination, stays later or makes another stop in another destination, it is a
deviation. Any deviation — you must print a quote for an unrestricted flight on the same day of purchase
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Presentation Notes
Airfare must be approved in the workplan. If you are needing to add airfare, prior approval is required. For foreign travel, you must comply with the Fly America Act. If you have foreign travel and have questions with what is allowable, let us know. 

Airfare receipts need to show payment, flight itineraries, and class of service. Airfare purchased must be a coach or economy ticket. If you want to fly first class or business, you will need to pay the upgrade out of non-grant funds. Documentation must show that the upgrade was paid separately. 

For any deviations in travel, you must provide a quote pulled on the same day of purchase and provide the quote with the backup documentation. Deviations may include leaving early to a destination, staying later, or making another stop in another destination for personal reasons or unrelated business that does not apply to the grant project. 
For example, if there is a deviation in travel such as flying to Denver and then flying to Seattle for unrelated business, then we need a quote pulled at the same time the flight was booked to show the deviation in costs, and we will only reimburse for the cost of the flight from Boise to Denver. 


Ledgers - Travel

Airfare (continued)- Unrestricted Flight

Fri, Mar 16, 2018

2:54 pm > 444 pm Nonstop Select Offe
Boise, ID, US (BOI) Denwer, CO, US (DEMN) 1h 50m total
ﬁ UA 357  Airbus A319 =
1. Economy Plus®
+ $77 perpersc

Revise flight  Details Select

MileageFlus earnings: Base award miles 3250
POM | PQS | PQD 974 | 1.5 | 650

Boise, ID, US (BOI) to Denver, CO, LIS (DEM) United Economy (B) <
2:54 prn - 4:44 pm {1h 50m) (unrestricted)
ﬁ UA 35V | Alrbus ASTS sSnacks for Purchase

= Wi-Fi
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Presentation Notes
Here is an example of airfare that we would like to see that shows the class of service for a flight from Boise to Denver. 


Ledgers - Travel

Airfare (continued)- Unrestricted Flight

Mon, Mar 19, 2018

748 pm o 9:49 pm Nonstop Select Offer
Denver, CO, US (DEN) Boise, |D, US (BOI) 2h 1m total
m UA453 Airbus A320 =
1. Economy Plus®
+ $78 per person
Revise flight ¥ Details Select
MileagePlus earnings: Base award miles 3225
PQM | PQS | PQD 974 | 15| 645

United Economy (E)
{unrestricted)

Denver, CO, US (DEN) to Boise, 1D, US (BOI)
748 pm - 349 pm (2h Tm)

m UA 453 | Airbus A320 Snacks for Purchase

= Wik

View fare rules and restrictions | Additional baggage charges may apply

Choice Offer

1. Economy Plus®

2. Premier AccessE

+ %119 per person

Select
3225 3225
974115 | 645 97415 645
Economy Plus Economy Plus and Premier
Travel Options bundle Access

Travel Qptions bundle

Total $1,415.10

Printed quote will have date of
guote at bottom. Must be printed
the same date actual airfare was
purchased
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Presentation Notes
And here is an example of the quote pulled of a flight from Denver to Boise to show the deviation in costs if the traveler needed to fly to Seattle for unrelated grant purposes after the conference. Printed quotes will have date of quote at the bottom and must be pulled the same date actual airfare was purchased. 


Ledgers - Procurement

Procurement/Bidding

Does your organization have its own procurement policy? If so, please send a copy
to ISDA. If not, the Idaho State Policy will need to be followed:
https://purchasing.idaho.gov/

Procurement procedures must be followed for purchases that equal or exceed
$15,000 (aggregated) for software, other property, and a mix of goods and services;
OR $25,000 or more for services only. If any contracts/services/equipment purchase
meets this threshold, procurement procedures must be followed prior to signing
contracts, engaging services or purchasing equipment.

Vendors and purchases approved in the work plan are not exempt from the
procurement process.

Appropriate procurement documentation must be submitted before ledger
payments can be made. This includes:

« Request for proposal

« Three (3) Bids

« Competitive Selection Process
« Notification of winning bid
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Presentation Notes
And that covers travel, before moving on to procurement – does anyone have any questions regarding travel? 

Procurement standards are required by USDA and is outlined in the Disbursement Agreement. If your organization has their own procurement policy, please follow your own policy and provide a copy to ISDA. If you don’t have a policy, then you will need to follow the Idaho State Policy. 

The Idaho State Policy requires procurement procedures for purchases that equal or exceed $15,000 for software, other property, and a mix of goods and services, or $25,000 or more for services only. This is aggregated costs for the duration of the grant. Be aware that just because a vendor or purchase was approved in the workplan, that does not mean it is exempt from the procurement process. So please watch your spending. 

Procurement documentation must be submitted before ledger payments will be made. This includes the request for proposal, copies of 3 bids, documentation showing competitive selection, and notification of the winning bid. 

https://purchasing.idaho.gov/

Ledgers - Contractual

Contractual Costs

When submitting contractual costs make sure they match what was written in the work plan
and budget

Major contracts (515,000 for software, other property, and a mix of goods and services OR

$25,000 for services only) must be documented in the file with a copy of the contract

Igetween the subrecipient and the contractor in addition to copies of the procurement
ocuments.

Submit the copy that has been signed by BOTH parties.

Provide detailed receipts showing the products or services purchased.

Contracts for less than $15,000 OR $25,000 (respectively per above) do not need to be
submitted to ISDA.
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Presentation Notes
Contractual expenses need to match what was written in the workplan. Any changes to the contractual budget category requires ISDA approval and often USDA approval as well. Please get pre-approval for any changes in this category. 

Major contracts that are $15,000 or more for software, other property, and a mix of goods and services or $25,000 for services only will need to be provided to ISDA along with the procurement documents. The contract needs to be signed by both parties. 

For all contractual costs, please provide detailed receipts showing the products or services purchased. 


Ledgers - Equipment

Equipment Purchases (Tangible Items Over $5,000)
* All equipment purchases must have prior approval from USDA.
* Make sure all equipment costs correlate with what is written in your work plan and budget.

* If any individual equipment purchase equals or exceeds $15,000, procurement documentation must
be submitted before expenses are paid.

* Special Purpose vs General Purpose — general purpose equipment are unallowable under the grant.
Special purpose equipment may be allowed.

* Inventory Tracking for Equipment: Annually you must sign a form, provided by ISDA, which will
verify location of equipment. Additionally, ownership of equipment must be retained for life. If you
want to dispose of equipment there are stringent federal disposal requirements. If so, let us know
and we will work on the process with you.
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Presentation Notes
Under the terms of the grant, equipment is categories as tangible items that are over $5,000. All equipment must be pre-approved from USDA. Again, make sure that all costs correlate to what was written in your workplan. 

If equipment costs equal or exceed $15,000, then it will require procurement documentation before the ledger will be paid. If you are needing to purchase equipment that was not originally designated in the workplan, you will need to submit an amendment stating why the project is needing the equipment and it will need to be approved by ISDA and USDA. General purpose equipment is unallowable under the grant, but special purpose equipment may be allowed. The guidelines explaining special purpose vs general purpose equipment can be found in the Terms and Conditions and if you have any questions let us know. 

We are required to track any equipment purchased under the grant for the life of the equipment. We will send an equipment verification form out annually to verify location. If you want to eventually dispose of the equipment, there are stringent federal requirements, so let us know and we will work with you on the process. 


Ledgers - Supplies

Supplies (Tangible Items Under $5,000)

* Check all supplies against what was written in the work plan. If supplies are not
in the work plan, but essential for the project, provide a justification.

* Make sure supplies are actually supplies and not equipment.

* If you need to change the type of supplies that are listed in your work plan and
budget, notify us for approval beforehand of the change.

* Office supplies such as printer toner, printers, paper, pens, pencils, etc. are
considered “shared use supplies” that fall into overhead cost categories and will
not be allowed.

* If requesting reimbursement of office supplies, provide concrete justification of how the
supplies will be used solely for the project.
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Presentation Notes
Supplies are determined as tangible items under $5,000. Make sure supplies are actually supplies and not equipment. If you need to change the type of supplies that are listed in the workplan, please notify us for approval beforehand of the change. 

Office supplies such as printers, toner, paper, and pens are considered shared use supplies that fall under overhead costs and will not be allowed. If requesting reimbursement of office supplies, provide concrete justification of how the supplies will solely be used on the project. 


Ledgers - Supplies

Journa

| Voucher Accounting

Seq#| Description |BudPd| Curr _l}_g_tf- Accr| Bank D
° Ref
Supplies _
COA|FY|Pd| Rucl | Index| Fund |Orgn| Acct| Prog | Actv [Locn|Proj| Total |[D/CINSF!
. 1 |Chemstores/Randall ]

o I nte rn a I J O u rn a I e nt rl es S u C h : C:Ejnzsi!)::i;:as:dlgﬁs:rul224135] 826 [E5741{020R0[AGPOPI <_ 55.71) + |

v [21]12[GRAR] [224188| 826 | 1212 |020R0[AGPOPI 55.71] + |

a S U Of I C h e m Sto res a re n Ot : c:ET;IE;.;ISéT;\ﬂalr |224188| 826 [R3711|020RO|AGPOPI 55.71] + |

1~1 : CheTStrrelsflealzdla” [150029] [ 1301 23.66] C |

21[12 i
sufficient ‘

* Chemstore backup with

actual item purchased must =
accompany the journal entry S =
g_. =

A

L

uoiz1das
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Presentation Notes
Backup documentation for supplies cannot just be an internal journal entry. For example, UofI will occasionally have Chemstore purchases, we will need the chemstore backup with the journal entry to be sufficient backup documentation. 


Ledgers - Other

Other

Publication Costs

* Allowable if in work plan and budget
* Provide copy of published article

* USDA acknowledgement is required on printed materials they have strict
guidelines. Please check in with ISDA prior to ensure compliance.

Registration Fees/Conferences

* Allowable only if in work plan and budget

* Registration fees are allowable for attendance at conference if necessary to
accomplishing project or program objectives

* Conferences are allowable if the primary purpose of attendance is
dissemination of technical information and/or is reasonable for successful
project performance under the grant

* Travel must be approved in the work plan
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Presentation Notes
Other expenses may include publication costs or registration fees for conferences. These are allowable if included in the workplan. For publications, please provide a copy of the published article and USDA now requires acknowledgement of federal monetary support.  USDA has very specific language that needs to be used that is outlined in the disbursement agreement. Please check with us prior to ensure compliance. 

Registration fees are allowable if necessary to accomplishing project or program objectives. Again, travel must be approved in the work plan. 


Ledgers — End of Grant Purchasing

e Grant funds for purchasing supplies, marketing materials, etc., must be
used for activities that occur within the 3-year duration of the grant.

* Having leftover supplies is acceptable, however, funds cannot purposely be
spent at the end of the grant for things that you know will not be used
during the grant period.

* Replenishing supplies used on the project that were originally purchased
with non-grant funds is allowable, such as replenishing consumables.

* Purchases made at the end of the grant will need adequate justification to
determine allowability.
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Presentation Notes
 When it comes time to submitting your final ledger, be aware that some end of grant purchases may require an explanation as to why those purchases were made at the end of the grant and how they will be used before the grant ends. USDA has stated that purchased supplies must be used for activities that occur within the 3-year lifecycle of the grant. Having leftover supplies is acceptable, however, funds cannot purposely be spent at the end of the grant for things that you know will not be used during the grant period. Replenishing supplies used on the project that were originally purchased with non-grant funds is allowable, such as replenishing consumables. 



Ledgers — Credit Balance

* Ledgers that incur credit balances require the same approval process.

* All entries on the ledger must be supported by source documentation
and a general ledger report.

e Submit receipts for all expenses and credits.

* Ledgers with a credit balance will need to be resolved in the
subsequent quarter or ISDA may request for a refund of
overpayment.
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Presentation Notes
If a credit balance is incurred after payment of a ledger, please include this on the subsequent quarter reporting. Please provide the source documentation showing the credit and the general ledger report. 

Ledgers with a credit balance will need to be resolved in the subsequent quarter or ISDA may request for a refund of overpayment. 
 


Unallowable Costs

Costs need to be directly attributable to the grant project’s goals and objectives
and be included in the approved workplan and budget

Indirect Costs Unallowable by ISDA
* We do not accept indirect costs for reimbursement under the grant
Tuition Unallowable by ISDA

* We do not accept tuition as a cost under the grant

* Some states do allow it but we have decided not to because tuition covers all of a student’s
educational course work and does not correlate directly to work done on the grant
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Presentation Notes
Important things to point out about unallowable costs. We don’t allow for indirect costs. Indirect cost are any costs not directly identified with a single final cost objective. Examples of indirect cost may include depreciation on buildings and equipment, costs of ongoing business operations, and general administration and general expenses.

We also do not allow for tuition reimbursement because it covers all of a student’s educational course work and does not directly correlate to the project.
The application guideline document includes a table of allowable and unallowable costs for the grant that was pulled directly from the Terms and Conditions. If you are ever unsure whether something is allowable or not, please ASK! It’s better to be sure than having to eat the cost of an unallowable expense. 


WRITTEN REPORTS

USDA Agricultural Marketing Service
i— U.S. DEPARTMENT OF AGRICULTURE

SPECIALTY CROP BLOCK GRANT PROGRAM

Pe rformance Progress Reports PERFORMANCE PROGRESS REPORT TEMPLATE

AWARD YEARS 2022 AND FORWARD
This annual Performance Progress Report (PPR) must illustrate the progress made toward the completion of your project. If

this project is completed at the time of the annual PPR submission, the project report should be marked as final. Please note
character limits (abbreviated "char.”) throughout.

* Progress Reports are due by November 15 of each ———

Organization Name (250 char.) ‘

y e a r- Project Start Date [

Project End Date |

ORGANIZATION POINT OF CONTACT

Full Name | ‘

* List objectives and outcome indicators exactly as | |

Email Address [ |

written in approved application

PROJECT PROGRESS

Pleaseprovkds the total percentage of wock complatd oa the ot ]

Is this a final report? Please select the box to the right if the answer is "yes”.

* Give detailed summary of accomplishments,

Please provide the approved project's objectives from the accepted project plan. Use the boxes to indicate if the objective is in

. . e e
progress, has been completed, or is not (and will not be) completed. At the final report, if "no” is selected for any of the listed
C a e n ge S a n u p C O I I l I n g a C I V I I e S objectives, you must expand upon this in the Challenges and Developments Section. Additional objectives may be added as

needed.

+ # Objective (2,000 char) Objective Completed?

* Use format provided by ISDA found at ISDA’s Specialty : i
Crop Block Grant section of the website :

Page 10f 4
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Presentation Notes
So that covers ledgers – are there any questions before we move on to performance reporting? 

Annual performance reporting is required by USDA to report on progress made towards the completion of the project goals, objectives and outcomes, as well as the grant’s overall financial status. Annual reports need to be submitted into AmpliFund by November 15 following the first year of the project. The first annual report will be due next year on November 15, 2025. You must use USDA’s template when completing these reports which is included in AmpliFund and on our website. 

The template includes sections to report on objectives, outcome indicators, accomplishments, challenges, upcoming activities, and expenditures.  

Once the grant is complete, a final performance report will be due to ISDA. This is now the same template as the annual report, however, within the report you will need to checkbox that this is a final report, and additional fields will be displayed. The final report needs to be submitted in AmpliFund and is due November 15 following the end of project. You will give a detailed summary of accomplishments, challenges, lessons learned, and expenditures. 


Questions on topics to this point?

Additional Training for Pass-through
entities coming up next



Presenter Notes
Presentation Notes
Any questions on reporting or amendments before we change gears and talk about pass through monitoring? 

Alright, we will move on to pass-through monitoring. If you are a pass-through entity, there are additional federal requirements that you are expected to follow. 


Relevant Definitions

* §2 CFR 200.74 Pass-Through Entity — a non-Federal entity that provides a subaward to a
subrecipient to carry out part of a Federal program.

* §2 CFR 200.92 Subaward — an award provided by a pass-through entity to a subrecipient
for the subrecipient to carry out part of a Federal award received by the pass-through
entity. It does not include payments to a contractor or payments to an individual that is a
beneficiary of a Federal program. A subaward may be provided through any form of legal
agreement, including an agreement that the pass-through entity considers a contract.

* §2 CFR 200.93 Subrecipient — a non-Federal entity that receives a subaward from a pass-
through entity to carry out a part of a Federal Program; but does not include an
individual that is a beneficiary of such program. A subrecipient may also be a recipient of

other Federal awards directly from a Federal awarding agency.

* Contractor — a non-Federal entity that receives a contract for the purpose of providing
goods and services for the awarding non-federal entity’s own use. The contract creates a
procurement relationship with the contractor.
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Presentation Notes
The CFR defines a pass-through entity as a non-federal entity that provides a subaward to a subrecipient to carry out part of a Federal program. This is often seen with Research and Development projects that are working with a University who are helping to carry out the project. For example, the Onion Committee has a research grant where they are working with the University of Idaho to accomplish the project objectives. The Onion Committee would be the pass-through entity and UofI would be their subrecipient. 

I will explain the differences between a subrecipient and a contractor. 


Subrecipient VS. Contractor

$2 CFR 200.331 contains the determinations of a subrecipient and a
contractor.

CHARACTERISTICS OF A SUBRECIPIENT:

* The entity has the ability to make decisions about how services will be
delivered.

* The entity is carrying out completion of the goal of the grant (or part, if
applicable) as stated in the award.

* Funding to the entity depends on the entity’s ability to best meet the
objectives of the award. Although performance is measured against Federal
award objectives, the entity assumes little risk if the objectives are not met.

* The entity will be reimbursed for only actual costs incurred.
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Presentation Notes
You can find a detailed determination of a subrecipient and a contractor under 2 CFR 200.331.
Overall characteristics of a subrecipient are that…

https://www.ecfr.gov/cgi-bin/retrieveECFR?n=se2.1.200_1331

Subrecipient VS. Contractor

CHARACTERISTICS OF A CONTRACTOR:

* Procurement policies were applied in the selection of the entity.

* The entity’s proposed price was a factor in the selection process.

* The entity will derive a profit from the agreement.

* The entity provides the same goods or services to other organizations.

* The entity’s normal business is to provide the goods or services being
purchased in the agreement.

* The entity assumes financial risk if they fail to deliver the goods or services
agreed upon.
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Presentation Notes
Some characteristics that determine a contractor are that procurement policies were applied in the selection of the entity, price was a factor in the selection process, the entity will derive a profit from the agreement. An example of a contractor would be a Farm labor agency, marketing agency, or photographer. 


You Have a Subrecipient — Now What?

§2 CFR 200.332 contains the requirements for pass-though entities. These requirements
MUST be met to be in compliance with Federal regulations.

Overview

* Pass-through Entity Acknowledgement

e Contract between Pass-Through entity and Subrecipient
* Written subrecipient monitoring plan

* Risk Assessment

e Audit

* Site Visit

* Record Keeping

STATE DEPARTMENT
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Presentation Notes
If you are unsure whether you are a pass-through entity, please reach out and we will let you know. Pass through entities must comply with the requirements outlined in 2 CFR 200.332 which requires the following : An executed contract between the pass-through entity and subrecipient, a written plan for monitoring the subrecipient’s performance, a risk assessment to be completed before the start of the project, an annual review of your subrecipient’s single audit if they qualify for one, at least one site visit during the grant’s performance period, and retain all records for three years from the close of the grant. 

Once the disbursement agreements are fully executed, we will reach out to all the projects who will be operating as a pass-through entity and request they complete the pass-through entity acknowledgement and provide the contract, monitoring plan, and risk assessment. 

Pass-through entity documentation will need to be completed via AmpliFund. A subsequent training with AmpliFund will be provided to review how to complete these documents in the system. 

https://www.ecfr.gov/cgi-bin/retrieveECFR?n=se2.1.200_1331

Pass-Through Entity Requirements - Monitoring

The activities of the subrecipient must be monitored as necessary to
ensure that the subaward is used for authorized purposes, in
compliance with Federal statutes, regulations, and the terms and

conditions of the subaward, and that the subaward performance goals
are achieved.

In other words, the goals of subrecipient monitoring are:
* Determine compliance
* |dentify and prevent any deficiencies
* Design corrective action to improve
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Presentation Notes
The purpose of subrecipient monitoring is to ensure that your subrecipient is in compliance with Federal regulations, identify and prevent any deficiencies, and implement corrective action if needed. As part of the federal requirements, a subrecipient monitoring plan must be submitted detailing how your organization will meet the pass-through requirements and ensure your subrecipient maintains federal compliance. 


Pass-Through Entity Requirements

§200.332 All pass-through entities must: (a) Ensure that every
subaward is clearly identified to the subrecipient as a subaward and
includes the following information at the time of the subaward and if
any of these data elements change, include the changes in subsequent
subaward modifications. When some of the information is not
available, the pass-through entity must provide the best information
available to describe the Federal award and subaward. Required
information includes:

On next slide
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Presentation Notes
This is directly pulled from CFR 200.332; it requires that every subaward needs to be clearly identified to the subrecipient as a subaward and needs to provide specific federal award identification details as outlined on the next slide. 



Pass-Through Entity Requirements

Federal Award Identification:

Subrecipient name and Unique Entity Identifier (UEI)

Federal Award Identification Number (FAIN)

Federal Award Date of award to the recipient by the Federal agency

Subaward Period of Performance Start and End Date

Subaward Budget Period Start and End Date

Amount of Federal Funds obligated by this action by the pass-through entity to the subrecipient

Total Amount of Federal Funds Obligation to the subrecipient by the pass-through entity including current obligation
Total Amount of Federal award committed to the subrecipient by the pass-through entity

Federal award project description

Name of Federal awarding agency, pass-through entity, and contact information for awarding office of the pass-through
entity

Assistance Listings number and Title
Identification of whether the award is Research and Development (R&D)

Recommend covering the above information in a contract
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Presentation Notes
All this information needs to be provided to your subrecipient. The best way to provide this information is by including it in the subaward contract that is signed by the pass-through entity and subrecipient. Once the contract is fully executed, please submit a copy to us to fulfill this requirement. 


Pass-Through Entity Requirements — Contract

If you need a template for the subrecipient contract, you can find one
at the following link under Subaward Templates:

https://thefdp.org/demonstrations-resources/subaward-templates-
and-tools/.
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If you need a template for the subrecipient contract, you can find one at the following link under Subaward Templates that includes all the required federal award identification information that was previously mentioned. 

https://thefdp.org/demonstrations-resources/subaward-templates-and-tools/
https://thefdp.org/demonstrations-resources/subaward-templates-and-tools/

Pass-Through Entity Requirements — Risk Assessment

RISK ASSESSMENT- Evaluate each subrecipient’s risk (before award) of non-
compliance with Federal statutes, regulations, and the terms and conditions of the
subaward. §2 CFR 200.206 provides an explanation of risk analysis. Areas to look at
to determine risk include:

* Size and complexity of the program (total dollar amount of award, lots of procurements,
excessive travel in budget)

* Past Performance (prior written approval for activities and/or purchases, timely submission
of required reporting, previous non-compliance issues)

* Policy Management Systems (internal controls to guide the grant process and ensure
regulations are followed)

* Audit (does the entity receive a single-audit and if yes, have there been any material findings
related to the grant?)

Consider imposing specific subaward conditions upon a subrecipient, if
appropriate, as described in §2 CFR 200.208 (additional reporting requirements,
additional monitoring etc.) Special conditions may be applied even after the project
has been awarded and may change throughout the term of the grant.
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Pass-through Entities are required to complete a risk assessment on all of their subrecipients before executing the subaward. There is no specific risk assessment template that you have to use, but you should look at specific areas to determine risk. Some areas to look at include the size and complexity of the project. For example, is excessive travel budgeted or lots of procurements required? If so, you will need to determine whether your subrecipient has internal controls in place to manage and track this? 
You should consider their past performance on federal grants. If you have worked with your subrecipient before, did they have timely submission of required reporting? Were there any previous non-compliance issues?
Another area to consider is their policy management systems. Do they have internal controls in place to ensure that the grant processes and regulations are followed? 
Other factors you may want to consider is whether the subrecipient has new personnel or substantially changed systems. If they have had a lot of turnover or have recently implemented a new accounting system, how will that affect the quality of their performance. Additionally, do they require a single-audit, if so, did they have any material findings related to the grant? 

Based on your assessment, you should be able to evaluate your subrecipient’s risk of non-compliance for the award. If you deem that there is significant risk, then additional monitoring should be implemented such as performing additional site visits or implementing additional reporting requirements.


Pass-Through Entity Requirements — Audit Review

AUDIT REVIEW: Per 2 CFR Subpart- F §200.501 - A non-Federal entity that
expends $750,000 or more during the non-Federal entity’s fiscalg/ear in
Fﬁderal awards must have a single or program-specific audit conducted for
that year.

e The $1,000,000 is cumulative among all Federal monies expended by that entity (not
just the Specialty Crop Block Grant)

Determine if the subrecipient receives a single-audit. If they do receive a
single-audit, the audit must be obtained and reviewed for any material
findings related to the grant. If there are any material findings related to the
grant, there must be documentation as to corrective action and follow up
with the subrecipient. This must be done on an annual basis throughout the
term of the grant.

STATE DEPARTMENT
OF AGRICULTURE



Presenter Notes
Presentation Notes
A non-federal entity that expends $750,000 or more in Federal awards during the non-federal entity’s fiscal year is required to have a single or program-specific audit. We ask our subrecipients to complete a single audit letter annually. If you are a pass-through entity, you will need to do something similar to that letter to verify if your subrecipient needs an audit. If they do require an audit, then you will be expected to review the audit for findings and provide documentation to ISDA showing this was done. 


Pass-Through Entity Requirements — Site Visit

SITE VISIT: At least one site visit to the place of performance must be conducted
over the term of the grant (for each subrecipient). During the site visit the
following actions must be performed and documented:

* Meet with the Principal Investigator (Pl) on the project if possible, or other persons
working directly on the project if the Pl is unavailable.

 If any equipment (as defined by the USDA-AMS Terms & Conditions) was purchased
using grant funds, verify that it is on site.

* Go over the current status of the project and any issues that may be occurring; develop a
plan for the resolution of any problems if necessary.
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At least 1 site visit needs to be conducted by the pass-through entity during the term of the grant. We do not require a formal report to be submitted for your site visit, just an email stating who you met with and if there are any ongoing issues that need addressed. 


Pass-Through Requirements — Record Keeping

* Per the USDA-AMS Terms and Conditions the “recipient must retain all
records relating to the grant for a period of three years after the final SF-
425 is received by AMS or until final resolution of any audit finding or
litigation. See §2 CFR 200.334 for exceptions and qualifications to the
retention requirement and period for other types of grant-related records,
including property records.”

e Records to retain include contracts, amendments, budget revisions,
quarterly ledgers and their proper backup documentation, any semi-annual
or annual reports as required by the grant agreement, risk assessments &
subrecipient monitoring performed, single-audit reviews, and any other
pertinent general correspondence.

* Equipment verification and documentation must be kept in perpetuity.
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Finally, pass-through entities are required to retain all records related to the grant for a period of 3 years after the grant has closed. This includes but is not limited to documentation such as amendments, ledgers, reports, and contracts. Equipment verification and documentation must be kept in perpetuity. 


What’s Next?

* The following documentation must be provided via AmpliFund within
30 days of the acknowledgement:

* Monitoring plan detailing how your organization will meet these
requirements

* Fully executed contract between your organization and your subrecipient
* Risk assessment evaluating your subrecipient's risk of non-compliance

* ISDA will follow up regarding progress being made on the
requirements as well as address any challenges you might be
experiencing.

* PLEASE reach out regarding ANY questions you may have.
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As mentioned before, we will be having an Amplifund training on October 24th to review where you can submit the required pass-through entity documentation. The pass-through entity acknowledgement form will need to be reviewed and signed within Amplifund. Following the forms signature, you will have 30 days to submit a monitoring plan, risk assessment, and subaward contract in AmpliFund. Please reach out if you have any questions about these requirements or forms. 


Resources

e §2 CFR 200.332 Requirements for Pass-Through Entities

e Subrecipient VS. Contractor Checklist- from the Association of
Government Accountants (AGA)

e Subrecipient Monitoring and Self-Assessment Guide- from AGA

e USDA-AMS Terms & Conditions
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Here are some additional resources for pass-through entities. 


https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D/subject-group-ECFR031321e29ac5bbd/section-200.332
https://www.agacgfm.org/AGA/Intergovernmental/documents/subcontractor_checklist.pdf
https://www.agacgfm.org/AGA/Intergovernmental/documents/Collaboration-Series_Subrecipient-Monitoring.pdf

Questions?
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