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8.1 Purpose and Organization

Overview

8-0005

A DARS grant award provides financial assistance or material support that enables an organization to operate a program of services to consumers.

Specific authorizing federal or state laws or regulations define the purpose and scope of each program. DARS expects the grantee to achieve the expected outcomes defined in the grant work plan.

Management Requirements

8-0010

Compliance

Grants are awarded to an organization, not an individual. Each organization manages a grant differently.

When accepting a grant, the recipient (grantee) agrees to administer the project in accordance with

· federal, state, and DARS regulations and policies in effect at the time of award; and 

· applicable chapters of the DARS DRS Standards for Providers, a policy and procedure manual. 

Grantee Responsibilities

The grantee must

· accept full legal responsibility for the program, including fulfilling grant requirements; and

· direct and control all program and administrative aspects through effective and sound management practices and policies. 

The grantee is accountable for

· fiscal and programmatic management of the grant, and 

· completion of any special conditions specified in 

· applicable general administration regulations, and 

· DARS DRS guidelines. 

Need to Inform DARS DRS

8-0015

Grantee Responsibilities

The grantee informs the DARS grant manager when the following conditions (not inclusive) occur

· problems, delays, or adverse conditions that materially impair the grantee's ability to meet the grant objectives; this disclosure must include a statement of 

· the action taken or contemplated, and 

· any assistance needed to resolve the situation;
· favorable developments that enable the grantee to 

· meet time schedules and objectives sooner, or at a lesser cost than anticipated; or 

· produce more beneficial results than originally planned;
· legal or financial difficulties (for example, lawsuit, IRS problems) that could affect the program;
· change in location; the grantee must notify the DARS grant manager in writing of any proposed change in physical location for grant-related work at least 30 days in advance of the change; or 

· any changes in key grant personnel. 

Publicity

8-0020

Grantee Responsibilities

The grantee must mention DARS involvement in all publications and news releases related to activities funded solely or partially by the grant.

Special Conditions

8-0025

Grantee Performance, Compliance

DARS may impose special grant conditions if the grantee demonstrates

· poor performance in the conduct of grant requirements, or 

· noncompliance with grant requirements according to the 

· DARS DRS Standards for Providers, 

· current grant application, or 

· applicable state and federal rules, regulations, or laws. 

…

Use of Grant-Funded Equipment, Space, or Services

8-0050

When Used

DARS grant-funded equipment, space, or services must be used only

· for purposes specified in the grant award statement, and 

· with the written consent of DARS. 

Records

Records must include

· notice to the staff concerning restrictions on use, and 

· adjustments to grant funds, when not used according to above policy. 

Insurance or Bonding

8-0055

Securing

The grantee must observe sound business practices in securing bonding and insurance to provide adequate coverage for DARS-funded projects.

When Required

Board members and staff members must be insured or bonded when required
· by the organization's by-laws;
· by law;
· by regulations; or 

· as a condition of the grant award, to protect DARS grant interests. 

Records

Records must include

· an insurance or bonding policy, 

· a board-approved list of positions that must be insured or bonded, and 

· invoices and canceled checks. 

Records Management

8-0060

Record Retention

Grantee records and accounts must be retained for a period of not less than three years after

· DARS has made final payments, and 

· all other pending matters are closed. 

The records must be made available for review or audit by

· DARS, and 

· others authorized by law or regulations to conduct such review or audit. 

Grantee staff members must
· maintain the security and confidentiality of grant records, and 

· develop a retention schedule for these records: 

· general administrative, 

· program and consumer, and 

· financial. 

Records

Records must include

· a list identifying staff positions permitted to access each type of grant record, 

· a record retention schedule, and 

· documents on file in accordance with the retention schedule. 

…
Rights of Review

8-0070

Requirement

Grantee must

· maintain accurate records of all costs incurred in the performance of the grant, 

· agree to allow DARS access to its records to verify the validity of expenses reimbursable under the grant, and 

· provide DARS the right to review or examine grant-related records for programmatic or fiscal purposes during the grant budget and retention period. 

Records

Records must be available for DARS review when requested.

…
Other Income

Program Income

8-0090

Requirement

The grantee must ensure that

· program income is used to offset approved program costs during the current fiscal year or subsequent fiscal year, and 

· program income is accounted for separately for each fiscal year. 

Procedure

Grantee must prepare

· a statement describing resources used in generating program income, 

· a declaration of the alternative method to be used (for example, Deduction Alternative, Cost Sharing or Matching Alternative, or Addition Alternative), 

· a statement that earned and used program income is accounted for separately in the chart of accounts, and 

· a statement describing how program income is carried forward. 

Records

Records must include

· sources of program income, 

· amount of program income received, and 

· quarterly program income reports (DARS3156, Quarterly Program Income Report) consistent with accounting records. 

…
8.2 Financial Administration

Overview

Only with the prior written approval of DARS, grantees may transfer, pledge, or otherwise assign a grant or any interest therein, or any claim arising thereunder, to any

· party, 

· bank, 

· trust company, or 

· other financial institution. 

Performance under funds awarded may not be transferred between programs without prior formal approval from DARS.

If DARS determines that it is due a refund of money paid to the grantee, the grantee must pay DARS within 30 days of the grantee's receipt of written notice of refund due. If the grantee fails to make timely payment, DARS may obtain the money from the grantee by any lawful means, including but not limited to counterclaim against any money otherwise due to the grantee by DARS.

…

Accounting System

8-0215

Financial Information

The grantee's accounting system must provide financial information that

· separately identifies 

· receipts, 

· disbursements, 

· assets, 

· liabilities, and 

· fund balance for each grant, and 

· provides information for reports required by the grant. 

…
Fiscal Responsibility

8-0220

Financial Administration Authority

A financial administration authority must be appointed to

· request, 

· receive, and 

· manage grant funds. 

The appointment must be approved by the grantee official who signed the award or contract, usually the president or chairperson of the controlling board or the grantee's chief executive officer.

Responsibilities

The financial administration authority must

· have sufficient experience in grant expenditures, for example, 

· keeping financial records, 

· preparing financial statements, 

· budgeting, 

· anticipating financial needs, 

· safeguarding and managing financial assets, 

· complying with federal and state reporting requirements, and 

· establishing and monitoring a system of internal controls; 

· participate in long-range planning to secure permanent funding for projects that provide services; and 

· sign all financial documents to certify their accuracy and validity, including 

· DARS3152, Equipment Inventory List, 

· DARS3153, Request for Advance or Reimbursement (RAR), 

· DARS3155, Budget Revision Request, 

· DARS3156, Quarterly Program Income Report, 

· DARS3157, Quarterly Financial Report and Analysis, and 

· DARS3159, Final Report of Expenditures. 

…

Chart of Accounts

8-0230

Fund Accounting

The chart of accounts must be carefully structured, especially when using fund accounting. Fund accounting has separate accounting entities, each of which must be integrated into the chart of accounts. Fund groupings must have similar account structures.

Requirements

The chart of accounts must

· separately identify each funding source, and 

· provide each source with its own subset of 

· assets, 

· liabilities, 

· revenues, 

· expenditures, and 

· fund balance account codes. 

The grantee must define
· circumstances under which the chart of accounts may be revised, and 

· frequency of board approval. 

Records

Records must include

· a current copy of the chart of accounts, 

· a copy of each prior revision, and 

· documentation of board approval. 

Budget

8-0235

Process

The budget process

· records, in monetary terms, the organizational goals and objectives for the coming year;
· provides a tool to monitor financial activities for the year; and 

· determines if goals and objectives are being met in accordance with projected budget requirements. 

Budget Requirements

The grantee must maintain an organizational budget that

· is prepared at least annually, 

· is approved by the board, 

· identifies all anticipated funding sources, and 

· lists expected uses of all financial resources. 

Records

Records must include

· current budget, 
· any approved budget revisions (DARS3155, Budget Revision Request),
· comparisons of budget to actual expenses throughout the grant year, and 

· board approval of budget. 

…

Cost Allowability

8-0245

Authorization

Before obligating grant funds, the grantee must

· use the Office of Management and Budget (OMB) OMB Circular A-122 when determining cost allowability, or 

· obtain DARS approval if allowability is questionable. 

Records

Records must include approval of the obligations of grant funds.

…

8.3 Grant Reporting Requirements

Overview
8-0305

Grantee must submit financial reports to DARS as required by grant award.

…
Budget Revision Requests

8-0315

Fund Transfers

When fund transfers among approved budget categories are expected to exceed 10 percent of the total grant award, DARS3155, Budget Revision Request, must be completed.

Records

Records must include evidence that reports match the amounts in accounting records, and were approved by DARS DRS before implementing new budget.

Quarterly Program Income Reports

8-0320

Income Data

Program income data must be submitted to the DARS grant manager within 30 days of the end of quarters 1, 2, and 3, and within 45 days of the end of quarter 4 (end of grant year). Program income must be reported on DARS3156, Quarterly Program Income Report.

Records

Records must show that

· the use of program income complies with the grant award, and 

· amounts reported match those in accounting records. 

Quarterly Financial Reports

8-0325

Requirement

Accurate, timely quarterly financial reports (DARS3157, Quarterly Financial Report and Analysis) must be submitted to the DARS grant manager within 30 days of the end of quarters 1, 2, and 3, and within 45 days of the end of quarter 4 (end of grant year).
Records

Records must include evidence that report amounts match accounting records, reports were based on an approved budget, and upon a reported variance of 10 percent or more, a plan was developed to bring expenditure rate back on schedule.

…
Annual Financial Statements

8-0335

Requirement

Management is required to prepare financial statements per accepted accounting principles. The statements must include

· a balance sheet, 

· statement of 

· revenues, 

· expenditures, 

· changes in fund balance, and 

· changes in equity, 

· statement of cash flows, 
· 
· and 
· explanatory notes to the financial statements. 
All grantee financial statements must be audited annually, regardless of grant size. All financial audits are conducted by an independent auditor in compliance with generally accepted auditing standards (GAAS), as published by the American Institute of Certified Public Accountants.
The final audit report must be submitted to DARS within the earlier of
· 30 days after receipt of the auditor’s report, or
· nine months after the end of the grantee’s fiscal year.
Records

Records must include a complete set of the audited financial statements.

Single Audit 
8-0340

Requirements

(Revised 09/08)

If a grantee expends $500,000 or more in DARS grant funds in the grantee’s fiscal year, the grantee must have a single audit conducted in compliance with OMB Circular A-133 or the State of Texas Single Audit Circular.  .

The resulting single audit report must be approved by the grantee board, and if necessary, a corrective action plan must be developed. This single audit report must be
· in compliance with OMB Circular A-133 or the State of Texas Single Audit Circular, and 

· submitted to both addresses below within the earlier of 

· 30 days after receipt of the auditor's report, or 

· nine months after the end of the grantee's fiscal year. 

Texas Department of Assistive and Rehabilitative Services
Contract Oversight and Support Services (1410)
4800 North Lamar Blvd., Suite 300
Austin, Texas 78756

and

Texas Health and Human Services Commission
Office of Inspector General
Compliance/Audit (Mail Code 1326)
PO Box 85200
Austin, Texas 78708-5200

An extension may be granted in response to a written request received by DARS DRS within the 90-day period.
All grantee financial statements must be audited annually to comply with Standard 8-0330, regardless of grant size. All financial audits are conducted by an independent auditor in compliance with generally accepted auditing standards (GAAS), as published by the American Institute of Certified Public Accountants.

Records

Records must include

· an engagement letter, 

· financial statements, 

· auditor's reports on financial statements as required by OMB Circular A-133 with modifications noted above, 

· management letter
· , and 
· a Corrective Action Plan. 
Summary of Reporting Requirements
The following table is a summary of all financial reports required in this chapter and all program reports required by Chapter 7: Program Standards for Centers for Independent Living.

	Form #
	Name
	Cycle
	Due Date
	Submit To 

	DARS3161
	Consumer Demographic Information
	Monthly
	By the 8th of the following month
	Grant Manager

	DARS3153
	Request for Advance or Reimbursement (RAR)
	Monthly
	As needed
	Grant Manager

	DARS3160
	Quarterly Program Performance Report
	Quarterly
	Within 30 calendar days of the end of the quarter
	Grant Manager

	DARS3156
	Quarterly Program Income Report
	Quarterly
	Qtrs. 1, 2 & 3—within 30 days after the close of the quarter

Qtr. 4—within 45 days of the end of the budget period
	Grant Manager

	DARS3157
	Quarterly Financial Report and Analysis 
	Quarterly
	Qtrs. 1, 2 & 3—within 30 days after the close of the quarter

Qtr. 4—within 45 days of the end of the budget period
	Grant Manager

	DARS3155
	Budget Revision Request
	As needed
	As needed
	Grant Manager

	DARS3159
	Final Report of Expenditures
	Annual
	Within 90 days of the end of the grant period
	Grant Manager

	
	Audited Financial Statements 
	Annual
	Within 90 days of the end of the grantee fiscal year
	Grant Manager

	
	Single Audit (as applicable—see 8-0340)
	Annual
	The earlier of 

· 30 days after receipt of the auditor's report, or 

· nine months after the end of the grantee's fiscal year
	· Grant Manager

· DARS Contract Oversight and Support Services

· Texas Health and Human Services Commission
Office of Inspector General

	
	Annual Performance Report for the State Independent Living Services Program, (RSA 704 Part II)
	Annual
	By December 31.
	Grant Manager

	
	Consumer Satisfaction survey results
	Annual
	30 days after the end of the grant period, beginning with the grant period ending August 31, 2012
	Grant Manager


8.4 Human Resources

Workplace Issues

8-0405

Compliance with Laws

Grantees must comply with federal and state employment laws in developing and maintaining human resource policies.

Standards

The following standards are addressed in Chapter 1: Basic Standards, and must be incorporated into grantee policies and procedures:
· accessibility of services;
· 
· safety program, including any state, county, or city requirements;
· 
· reporting of emergency incidents; 

· compliance with local fire codes, building codes, and occupancy codes;
· warning signals;
· fire extinguishers;
· fire escapes;
· fire drills;
· emergency evacuation plans;
· 
· 
· provision of reasonable accommodations for staff members and consumers; and 

· designated smoking areas. 

Job Classification, Analysis, and Compensation

8-0410

Requirements

Each grant-affiliated position requires

· employee job classification, 

· job description, and 

· compensation system. 

Grantee policies must address

· Fair Labor Standards Act (FLSA) (minimum wage and maximum hours provisions), 

· definitions of full-time, part-time, and temporary positions; 

· wage and salary schedule; and 

· approved job descriptions including 

· duties and functions of each position; 

· minimum knowledge, skills, and abilities to perform the job; and 

· requirements of the grant. 

…

Benefits

8-0425

…
Requirement

Grantee must address

· accrual, balance, and carryover of leave, including 

· vacation, 

· sick, 

· emergency, 

· military, 

· family, and 

· maternity or paternity leave; 

· holidays; 

· health and dental insurance;
· retirement;
· deferred compensation;
· savings bonds; 

· worker's compensation;
· unemployment compensation; and 

· educational assistance including 

· 
· 
· on-the-job training, conferences, workshops, etc.; and 

· professional or formal training (college, etc.). 

Records

Records must substantiate information required by policy.

Time Reporting

8-0430

Procedures

Time reporting must be based on documented evidence approved by a responsible official(s) of the organization. The allocation of salaries and wages to the grant must be supported by identified and approved time reporting procedures.

Policy must address

· work hours, 

· attendance, 

· leave reporting, and 

· time sheet or management and personnel activity reports, which include 

· coding or description of time charges to various grants, projects, etc.; 

· time spent on projects, period covered; and 

· signature of employee and supervisor. 

Records

Records must substantiate information required in policies.

Travel

8-0435

…
Records

Records must include

· travel report
·  signed by traveler; 

· receipts for air fare, hotel, and rental car; 

· a canceled check or other documentation that indicates the amount reimbursed for travel; 

· a staff member's signature verifying the purpose of travel; 

· dates of travel; 

· documentation of authenticity on all supporting receipts and documents; and 

· accounting system entries detailing amount of travel paid.  
Performance Appraisal System

8-0440

…
Records

Records must substantiate information required in policies.

…

8.6 Contract Administration

Overview

8-0605

Grantee must ensure compliance with all contract terms and conditions. Procurement standards require a contract administration oversight system.

Development

8-0610

…
Conflict of Interest Documentation

The contract must include a clause providing assurance of no conflict of interest with the grantee or DARS that includes the following:
· appropriate OMB Circular A-110 or OMB Circular A-122, or 

· revisions or replacements of the Circular as implemented by 34 CFR Parts 74 or 80, or 

· replacements of the Circular with these modifications: 

· all references to federal awarding agency(ies) are expanded to read federal awarding agency(ies) or DARS, and 

· all references to federal awards are expanded to read federal or DARS awards. 

Records

Records must include the final contract signed by both parties.

…

8.7 Equipment

Overview

8-0705

Equipment is an article of nonexpendable, tangible personal property with

· a useful life of more than one year; and 

· an acquisition cost of $5,000 or more per unit; lower cost limits may be set in accordance with grantee policy. 

Requirements

Grantee must

· define equipment as stated in the applicable law, regulation, or condition of grant award; 

· require that all purchases (covered by the above definition) be capitalized; and 

· specify requirement for insurance coverage. 

Records

Records must include a capitalization and depreciation schedule.

Acquisition

8-0710

Acquisition standards and rules apply to property or equipment

· provided by DARS, or 

· acquired under a grant. 

DARS retains residual title to any equipment that DARS provides to the grantee or that is purchased with DARS funds.

Grant-funded equipment

· must be competitively purchased; 

· must not to be used as collateral for loans; and 

· before purchase, must have DARS’ prior approval.

Grantee management must sign the purchase order to approve grant-funded purchases. 
…

Disposition

8-0720

Requirements

Equipment may be disposed of that

· is not necessary, and 

· does not serve any useful purpose. 

Grantee must

· not dispose of any DARS-funded equipment without prior DARS approval; 

· explain to DARS the reason for proposed disposition; 

· recognize DARS's right to transfer any DARS-funded equipment; and 

· when notified of such a transfer, promptly surrender the equipment to DARS. 

Records

Records must substantiate equipment disposition.

