
GRANT TRAINING 
SESSION 3

Monthly Grant Reports

Budget Transfers/Adjustments

Revenue Recognition/Grant Billing



LIFE OF A GRANT

Application

• Identify the Need

• Find a grant

• Submit Intent to 
Apply

• Application to 
Funder or DPS 
Foundation

• Receive Award 
Letter

Management

• GAN form, Set-
up Grant and 
Budget

• Grant Analyst / 
Grant Manager

• Routine Fiscal 
Meetings

• Billing (RFF)

• Spending & 
Reporting 
Requirements

Close Award

• Sustainability 
Plan

• Evaluation of the 
Program’s 
Success 

• Close Out 

• Performance & 
Financial 
Reporting

• Records 
Retention



MONTHLY GRANT 
REPORTS



MONTHLY REPORTS – EMAIL NOTIFICATION

Good morning,

Below is the link to the March 2018 month end Contracts and Company 13 
report.

Link to main report - March 2018 Report

Additionally, there are new reports that show all contracts and CO13s by BR.

The reports include the following information:
 Summary sheet showing budget to actuals for all contracts & CO13s
 Detailed sheet for each contract & CO13 showing data by account type 

and period
 Tab with all transaction detail

Link to BR Reports - March 2018 - BR Reports

Please reach out with any questions,
Myles

Email sent to all Financial Partners after month close with link to reports

file://///dpsnas01/Admin/Budget/Shared/CO13 & Grants - Monthly Reporting/FY18/Period 09 - March 2018/FY18-09-MAR-Month End Report-CO13, 22 & 26-04.10.18.xlsx
file://///dpsnas01/Admin/Budget/Shared/CO13 & Grants - Monthly Reporting/FY18/Period 09 - March 2018/Reports by BR


MONTHLY GRANT REPORT
Responsible Team Member: Myles Lawler

March 2018 Report

file://///dpsnas01/Admin/Budget/Shared/CO13 & Grants - Monthly Reporting/FY18/Period 09 - March 2018/FY18-09-MAR-Month End Report-CO13, 22 & 26-04.10.18.xlsx


CONTRACTS TO BILL TAB

Contracts to Bill

• What to look for:

 End Date – Will this be a final billing?

 Amount to be billed – Credit/overbilled

 Overspent – Expenses need to be moved out

• Actions to take

 Process billing before the 20th of the month

 Process JE to move out expenses in excess of contract and unallowable expenses



BUDGET VARIANCE TAB

Contract Award to Budget Variance

• What to look for

 Variance between Budget and 

Contract

• Actions to take

 Submit budget adjustment



REMAINING BALANCE TAB

Remaining Balance

• What to look for

 Negative Remaining Balances

 A higher variance than the remaining percentage

 Negative Variance – may overspend

• Actions to take

 Review with Grant Managers

 Process JE’s to correct negative remaining balances



OUTSTANDING AR BALANCES

AR Balance

• What to look for

 Reimbursements requested more than 60 days ago, that have not been received

• Actions to take

 Follow up with billing contact, Grant Manager and Office of the Controller



CONTRACT DELIVERABLES IN NEXT THREE 
MONTHS TAB

Deliverables

• What to look for

 Annual Reports due – must be reviewed and approved by Grants Admin (Suzanne/Jeremiah)

 Final Reports and Final Billings

• Actions to take

 Complete required deliverables

 Notify Grant Managers if necessary



COMPANY 13 CURRENT BALANCE TAB

Company 13

• What to look for

 Deficits

 Unreasonable large balances

• Actions to take

 Review with School/Department Leaders 

 Where are funds coming from to cover deficits and when?

 What is the plan for excessive balances?



MONTHLY GRANT REPORTS 
Q & A



MONTHLY GRANT REPORTS 
BY BR



MONTHLY GRANT REPORTS BY BR

Good morning,

Below is the link to the March 2018 month end Contracts and Company 13 
report.

Link to main report - March 2018 Report

Additionally, there are new reports that show all contracts and CO13s by BR.

The reports include the following information:
 Summary sheet showing budget to actuals for all contracts & CO13s
 Detailed sheet for each contract & CO13 showing data by account type 

and period
 Tab with all transaction detail

Link to BR Reports - March 2018 - BR Reports

Please reach out with any questions,
Myles

Email sent to all Financial Partners after month close with link to reports

file://///dpsnas01/Admin/Budget/Shared/CO13 & Grants - Monthly Reporting/FY18/Period 09 - March 2018/FY18-09-MAR-Month End Report-CO13, 22 & 26-04.10.18.xlsx
file://///dpsnas01/Admin/Budget/Shared/CO13 & Grants - Monthly Reporting/FY18/Period 09 - March 2018/Reports by BR


MONTHLY GRANT REPORT BY BR

Individual file for 

each BR



MONTHLY GRANT REPORT BY BR

Separate sheet for each activity and company 13



MONTHLY GRANT REPORTS BY BR
Example of Budget Issue

FY18 Forecasted Variance Analysis - Grants
Contract Name

Contract #

Start Date

End Date

Table 1: Contract Spend plan $
317,392              

29,245                

288,147              

288,147              

213,082              

Balance to be spent in FY18 and future years 501,229              

(Overspent) / underspent (213,082)            

Table 2: FY18 Forecast updated through March 2018

July August September October November December January February March April May June Total

Budget Actuals Actuals Actuals Actuals Actuals Actuals Actuals Actuals Actuals Q3 Forecast Q3 Forecast Q3 Forecast Forecasted Variance

56,340                1,323  -       -               -        -              -             -       -          -       -                -                -                1,323          55,017

-                       -       -       -               -        -              -             -       -          -       -                -                -                -              0

-                       -       -       -               -        -              -             -       -          -       -                -                -                -              0

-                       -       -       -               -        -              -             -       -          60        -                -                -                60                (60)

112,413              -       -       5,070          8,442    -              -             -       -          3,210  -                -                -                16,723        95,690

34,085                240      -       918              1,529    -              -             -       -          592      -                -                -                3,279          30,806

-                       91        -       -               -        -              -             -       -          -       -                -                -                91                (91)

27,000                -       -       -               -        -              -             -       -          -       -                -                -                -              27,000

-                       -       -       -               -        -              -             -       -          -       -                -                -                -              0

33,072                -       -       -               -        -              -             -       -          -       -                -                -                -              33,072

10,318                -       -       1,127          -        1,720         -             1,216   107         -       -                -                -                4,170          6,148

-                       -       -       -               -        -              -             -       -          -       -                -                -                -              0

14,919                141      -       605              848        994             (848)           103       9              328      -                -                -                2,180          12,739

-                       -       -       -               -        -              -             -       -          -       -                -                -                -              0

-                       -       -       -               -        -              -             -       -          -       -                -                -                -              0

288,147              1,794  -       7,720          10,819  2,714         (848)           1,319   116         4,191  -                -                -                27,825        260,322

Charter Payments

Site Assigned Reserves

Total

Professional Services

Property Purchased Services

Other Purchased Services

Supplies & Materials

Property

Other Non-Salary

Employee Flex Benefits

Balance Available as of FY18

FY18 Budget

Budget for FY19 and future years

Description

Full- Time Employee Salaries & Wages

Part-Time Employee Salaries & Wages

Substitute Salaries & Wages

Overtime Wages

Additional/Extra Duty Pay/Stipends

Employee Benefits

Actuals Prior to FY18

Tiered Intervention Grant FS 1

N7377000248

11/01/16

06/30/19

Total Award Amount

Entire remaining balance budgeted in FY18 

plus FY19 budget entered also

Contract amount (available to spend)

Need budget adjustment



MONTHLY GRANT REPORTS BY BR
Example of Budget Issue

Budget looks good 

– matches contract

Grant ending 

Grant ending and underspent. Options: 

Spend by 6/30/18; request extension; 

leave funds unspent and close out 

grant.



MONTHLY GRANT REPORT 
BY BR Q & A



BUDGET 
TRANSFERS/ADJUSTMENTS



BUDGET TRANSFERS/ADJUSTMENTS

• Grants Admin Managed Budget Adjustment

 True up multi-year contract budget – August/Sept

 Contract amount does not equal budgeted amount

 Grants Admin will provide form and directions for adjustments

• FP Managed Budget Adjustments

 When funder approved budget changes occur (open timeframe)

 For example: Additional funds/extensions/change in plan/reduction to allocation

 Work with Grants Admin (Myles) on submission of budget adjustments

 Must include documentation from funder



BUDGET 
TRANSFERS/ADJUSTMENTS 

Q & A



REVENUE RECOGNITION



REVENUE RECOGNITION

• Some grants are prefunded/do not require billing

• Grants Admin manages the internal billing/revenue recognition on these awards.

 FPs do not bill for these awards

• Unspent funds from prefunded awards need to be return to the funder

 Grants Admin manages this process and will reach out to FPs as necessary

Life Cycle of Deferred Revenue:

Action 1 2 3 4 5

Period July September October October December January January

Description $10k Cash is Received $5k in expenses RRP Entry Adjusted Balances $4k in expenses RRP Entry Adjusted Balances

Accounting Entries

Deferred Revenue (10,000)$                          -$                      5,000$     (5,000)$                      -$                      4,000$     (1,000)$                      

Revenue -$                                  -$                      (5,000)$   (5,000)$                      -$                      (4,000)$   (9,000)$                      

Expense -$                                  5,000$                  -$         5,000$                       4,000$                  -$         9,000$                       

Remaining funds – return 

to funder or request 

extension

Revenue received 

(prefunded grant)

$5,000 of deferred 

revenue recognized 

(earned) through 

Revenue 

Recognition Process



PREFUNDED AWARDS – AVAILABLE BALANCE

• Determining amount to spend on prefunded awards

 Handle exactly like a billable award

 Refer to grant monthly reports (Contract to Budget Variance Tab)

Example: DPS Recieves $200k award for FY19 - FY20. 

Budget will be $100k / FY

Checks will be disbursed in 4 X $50k payments.

Action 1 2 3

Period July September October October

Description $50k Cash is Received $5k in expenses RRP Entry Adjusted Balances

Accounting Entries

Deferred Revenue (50,000)$                          -$                                   5,000$                              (45,000)$                          

Revenue -$                                   -$                                   (5,000)$                             (5,000)$                             

Expense -$                                   5,000$                              -$                                   5,000$                              

Contract Spend plan $

Total Award Amount 200,000                                   

Actuals Prior to FY19 -                                            

Balance Available as of FY19 200,000                                   

FY19 Budget 100,000                                   

Budget for FY19 and future years 100,000                                   

Balance to be spent in FY18 and future years -                                            

(Overspent) / underspent -                                            

Appears that there is only 

$45,000 to spend - wrong

Payments coming in installments

True balance = $95,000 for 

FY19 ($100,000 less $5,000 in 

expenses) and $195,000 for 

life of grant



REVENUE RECOGNITION 

Q & A



BILLABLE GRANTS



DPS FOUNDATION –YEAR END CALENDAR

• DPS Foundation Deadlines

 6/8/18 –A to Z Final Reports due to DPSF.  If not received, assumed unspent.

https://dpsfoundation.org/resources/teamdps/z-fund-application/

 6/13/18 – RFFs through 5/31 due to OTC

 7/13/18 – RFFs through 6/30 due to OTC

 Mid-July – School Carryover calculated and reduced if A to Z unspent

https://dpsfoundation.org/resources/teamdps/z-fund-application/


BILLABLE GRANTS – REIMBURSEMENT 
OF EXPENDITURES

Responsible Team Member:  Lora Langlee

• Grant Billing Training

 One on One or small group training available by Grants Admin (Lora) 

 New Employees should be trained by Grants Admin for consistency

 Written training document published on The Commons Grant Billing Instructions

• Grant Billing

 Bill frequently – consider cash flow impact and workload on OTC & DPSF

 Grant Manager must approve all billable transactions

 Contact Grants Admin (Lora or Myles) with any issues or questions

https://drive.google.com/file/d/1JFwPsBo2knsrBUGzTur_5dg3m1GfNrsN/view


GRANT TRAINING #3

Q & A



COMING NEXT:

GRANT TRAINING 
SESSIONS #4 & #5

Compliance

Time & Effort

Matching Funs

AFR’s

Annual Reports


