ROUTT COUNTY
ADMINISTRATIVE POLICIES AND PROCEDURES
TITLE
Grant Administration

Date of First Approval
October 24, 2006

RESPONSIBLE DEPARTMENT
Board of County Commissioners and Accounting Department

Date Last Revised
October 5, 2021

Purpose: To create a process for the review and approval of grant applications and outline
the responsibilities of various County staff members with respect to the review, approval,
and administration of grants.
Department(s) Affected: All.
Waiver Authority, if any: None.
I.

Applicability.
A. This policy is applicable to any grant application proposed to be made on behalf of
Routt County. This includes both applications for grants that will be used directly
for County purposes and grants that will be "passed-through" to other organizations,
such as local non-profit organizations. This also includes recurring grants.
B. Although grant funding can be of significant financial assistance to the County,
there are risks and costs related to grants that must be considered before an
application is made.
C. It is important that grant applications be written to maximize the value of the grant
to the County if the grant is submitted.
D. It is imperative that grants be properly administered and closed out to avoid audit
problems and repayment obligations.
E. Grants involving federal funds must comply with the United States Office of
Management and Budget requirements for federal awards (commonly referred to as
“Uniform Guidance”).

II. Process.
A. Prior Approval. No grant application shall be submitted to any granting authority
on behalf of Routt County until and unless the application has been reviewed and
approved by the Board of County Commissioners.

Policy Number X.XX

Page 1 of 7

B. Grant Review Committee. Before any such grant application is considered by the
Board of County Commissioners, it shall have been reviewed by the County Grant
Administrator, County Manager, County Attorney, and County Accounting Director
(the “Grant Review Committee”) at a pre-application conference.
C. Grant Proponent. Each proposed grant must have a member of County staff as the
“Grant Proponent.” Typically, the Grant Proponent will be the Department Head of
the County department (“Department”) that will be most impacted by the proposed
grant.
D. Pre-application Review.
1. The Grant Proponent shall arrange for a time for a preapplication review
meeting with the Grant Review Committee.
2. At least two weeks prior to the date established for the pre-application review
meeting, the Grant Proponent shall submit to the Grant Review Committee a
draft of the grant application and a written narrative describing the grant
program under which the grant application will be made together with a
statement of the expected benefits to the County of receiving the grant and the
expected costs to the County of receiving the grant. The Grant Proponent shall
include any written informational materials concerning the grant program.
3. It shall be the responsibility of the Grant Review Committee to analyze the
benefits and costs of the proposed grant and provide the Board of County
Commissioners with its written recommendation concerning the grant
application and any changes that the Committee believes should be made to it.
Among the factors to be considered are: (a) the value of the benefits likely to be
received by the County from the grant, if received, including classification of the
grant project as "core," "necessary," or "discretionary"; (b) the costs to the
County (including match requirements) of complying with the terms of the
grant; (c) whether less cost alternatives are available for obtaining the benefits
that would be available through the grant; (d) the ability and management
capacity of County staff to administer the grant; and (e) if the proposed grant is
to be “passed through” to another agency, the ability of the sub-grantee to
administer the grant.
4. When the Grant Review Committee’s recommendation is completed, it shall be
forwarded to the Board of County Commissioners and the Grant Proponent and
the Grant Proponent shall schedule a hearing before the Board of County
Commissioners to consider whether the application should be approved and
signed.

Policy Number X.XX

Page 2 of 7

III. Grant Administration.
A. In the event that submission of a grant application is recommended by the Grant
Review Committee, the Grant Proponent and Department shall be responsible for
processing the grant contract and the work required by the grant in coordination with
the Grant Administrator. The Department is responsible for administering the grant
and maintaining the documentation required for the grant and closing out the grant.
B. The Department is responsible for understanding and ensuring compliance with the
assurances in the grant, including but not limited to state requirements and the
Uniform Guidance (as outlined below) if applicable. The Department, Accounting
and Grant Administrator are responsible for establishing and maintaining a system of
internal control to maintain compliance with the grant assurances and requirements.
C. The Department shall provide a copy of the grant agreement to the County Attorney
and the Accounting Director for review prior to signing by the Board of County
Commissioners, in a timely manner.
D. The Department shall prepare requests for reimbursement in a timely manner and
deliver the request for reimbursement with adequate supporting documentation to
the Accounting Department for review prior to being sent to the grantor.
E. The Department is responsible for preparing all progress reports in strict compliance
with the grant requirements. If financial information is provided in the periodic
progress reports, the Accounting Department will review this information in a timely
manner prior to being sent to the grantor.
F. As part of maintaining compliance with grant assurances and requirements,
Department Managers and staff will be required to attend formal grant training from
time to time.
IV. Uniform Guidance, 2 CFR 200 Uniform Administrative Requirements, Cost Principles, and
Audit Requirements for Federal Awards. The following requirements apply to grants
involving federal funding, however, other requirements of 2 CFR 200 may apply:
A. The Accounting Department will review expenditures for obvious non-compliance with
the Uniform Guidance and will act as liaison with independent auditors.
B. No grant funds shall be disbursed until the grant has been approved by the appropriate
level of authority, the proper accounting structure has been established in an appropriate
fund, and required documentation is complete.
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C. Minimal time is to occur between grant receipts and grant expenditures. Payments tied to
federal funding must comply with 2 CFR 200.305, which includes minimizing the time
elapsing between the transfer of funds from the US Treasury and or pass-through entity
and the disbursement by the non-federal entity. The non-federal entity may be paid in
advance, provided it maintains both written procedures that minimize the time elapsing
between the transfer of funds and disbursement by the non-federal entity, and financial
management systems that meet the standards for fund control and accountability.
D. All revenues, fees and resources resulting from a grant funded project/program shall be
managed and maintained as established by the grantor. Any program income must be
accounted for during the performance period of the award and be reported per the
method of utilization approved by the grantor. The use of program generated revenue
resulting from federal grant funding shall comply with 2 CFR 200.307.
E. Grant funds may only be used for grant related expenses and expended within a period
of performance identified in the grant agreement. Grant funds shall not be used to
supplant an existing expense so that current funds can be diverted to another use, unless
such use of grant funds is explicitly identified as allowable in writing by the grantor in
the grant award. All procurement activity associated with grant funded projects or
programs shall adhere to the County’s Purchasing Manual and Purchasing Policy.
Specific compliance includes but is not limited to 2 CFR 200.214, 2 CFR.318 – 324
acquisitions of construction subject to 40 U.S.C. chapter 31, subchapter IV, Wage Rate
Requirements (Construction). It is the responsibility of the Grant Administrator or
Grant Proponent to notify the Purchasing Department of the existence of any and all
grant conditions when requesting goods or services using grant funds.
F. Equipment purchased with grant funds shall be used exclusively during the life of the
grant for the project or program for which it was acquired. Equipment purchased with
grant funds must be properly maintained and safeguarded. All property and equipment
acquired through grant funds shall follow the grantor and County’s policy and
procedures for capital assets. Grant purchased equipment and real property acquired
with federal funds must also comply with 2 CFR 200.313 and 200.311, respectively.
G. Compensation for personnel services on federal grants must comply with 2 CFR
200.430 and be based on documented payroll using system approved timesheets as
supporting documentation. Where an employee works on single or multiple awards
(including federal and non-federal), a distribution of their salaries/wages and fringe
benefits must be supported by:
1. After-the-fact distribution of the actual activity logged by the employee on their
timesheet; and
2. System approved timesheets approved by the supervisor having knowledge of the
work performed by the employee.
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H. Cost sharing is provided either through cash or expenditures, in-kind services, or
through a third-party commitment. All cost sharing/match must be in accordance with 2
CFR 200.306. Salaries and wages of employees used in meeting cost sharing/match
requirements of federal awards must be supported in the same manner as those claimed
as allowable under federal awards.
V. Grant Reporting.
A. Every award has reporting requirements specified in the grant agreement. It is critical
that all reports are complete, accurate, and submitted per the specified dates outlined in
the agreement. Accurate and timely reporting is critical to maintaining a good
relationship with the grantor. Late or inaccurate reports may negatively impact current or
future funding and result in Single Audit findings.
B. Departments receiving grant funding are responsible for ensuring reports are submitted
by the deadlines established in the grant agreement.
C. Costs claimed by the County must be allowable, allocable and reasonable, and must
have adequate documentation to support charges to the grant. Typical transactions may
include personnel costs, purchase of equipment and supplies, and contracted services.
Departments are responsible for submitting documentation of eligible expenses and
proof of payment for expenses incurred during the reporting period.
D. Documentation of eligible expenses may include copies of invoices, timesheets and
receipts. Proof of payment of expenditures may include credit card receipts, cancelled
checks, bank statements or other proof that complies with federal and state audit
standards.
VI. Subrecipient Monitoring
A. The County may encounter situations where it does not have the workforce capacity to
adequately fulfill all the grant objectives and must seek outside assistance to perform
certain functions. These activities will be obligated in the form of a subcontract or sub
award. In addition, during the course of the grant award, certain materials and supplies
and equipment may be purchased through various contractors. In these situations, the
Department must comply with the County’s Purchasing Manual and Purchasing Policy.
In instances where federal funds are expended, the County must also comply with 2
CFR 200.331 through 200.333.
B. The County may require on-site visits, risk assessments, limited scope audits, and a
review of internal controls to provide reasonable assurance over funds being dispersed to
subrecipients. The Department is responsible for applicable subrecipient monitoring.
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VII. Requests by Non-County Entities.
A. Often, outside organizations may seek grant funding that requires the County to act as
the fiscal agent. Any requests for the County to be the fiscal agent must be presented to
the Board of County Commissioners for their approval and signature. If the grant is
awarded, the Accounting Department will be the fiscal agent through which all accounts
must be established, and all transactions processed. The Accounting Department will act
as the liaison between the grantor and non-county entity (subrecipient); ensure proper
receipt and distribution of pass through funds; ensure compliance with the grant
agreement; and compliance with any state or federal regulations.
B. If pass through grant funds are federal, the outside organization must work with the
Accounting and Purchasing Departments to ensure compliance with the Uniform
Guidance.
C. It is the Grant Administrator’s responsibility to ensure the subaward is clearly identified
to the subrecipient as a subaward, and that the roles and responsibilities are clearly
identified through a signed agreement.
VIII. Grant Closure
A. When a grant is closed, all funds for that grant are closed and spending for the grant
ceases as of the project period end date for the grant. Upon completion of the grant term
for each grant award, the recipient Department shall notify the Accounting Department
to place the fund and/or project in a non-posting status. Notification should include the
name of the grant, the project/program and describe the final disposition of the funds
and required activities. The Accounting Department will update the accounting system
and confirm grant closeout. For federal grant awards, the Department must comply with
2 CFR 200.344 regarding grant closeout.
B. Records pertinent to the grant award should be retained for at least three years following
grant closeout or longer if required by the grantor. For federal grant funds, records must
be retained as specified in 2 CFR 200.334. Departments must ensure they comply with
retention requirements specified by each grantor.
C. Source documents include copies of all awards, applications and required recipient
financial and narrative reports. Personnel and payroll records shall include approved
timesheets for all individuals reimbursed under the award.
D. Federally funded grant records must also comply with 2 CFR 200.82, which requires
safeguarding data records against unauthorized alteration including personally
identifiable information (PII). PII is defined to include a person’s name in combination
with information such as a social security number, credit card number, bank account,
health records, and other similar information.
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E. The Accounting Department may review files, activities, equipment, and interview
personnel and contracted entities of any County project/program funded with grants
awarded to the County. Departments receiving grant awards should maintain a file
structure that includes the following sections.
1.
2.
3.
4.

Submittal – application guidance and copy of the application
Award – award letter, signed grant agreement, and anything else related to the award
Financial – account set up, purchase orders, invoices, etc.
Reports – reports to the granting entity
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