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DEFINITIONS 
 

The following terms defined in this section shall have the meanings set forth below whenever 
they appear in the Gulf Consortium Policies: 

1. “Board” means the Board of Directors of the Gulf Consortium. 

2. “Business” means any corporation, partnership, individual, sole proprietorship, joint 
stock company, joint venture, or any other private legal entity. 

3. “Cash Receipts Log” refers to a log maintained specifically to record all receipts of 
cash and only cash.  

4. “Consortium” shall mean the Gulf Consortium, created under the Florida Interlocal 
Cooperation Act (Part I of Chapter 163, Florida Statutes) and the Interlocal Agreement 
entered into by its members on September 12, 2012. 

5. “Contractor/Consultant” means any person having a contract with the Consortium. 

6. “Data” means recorded information, regardless of form or characteristic. 

7. “Disbursements Register” refers to a check register, also called a cash disbursements 
journal, which is the official record used to record all of the checks, cash payments, 
and outlays of cash during an accounting period. 

8. “Finance Manager” shall refer to the staff so designated by the entity contracted to 
provide accounting and financial management services for the Consortium. 

9. “Fiscal Agent” shall refer to the part designated and contractually retained to perform 
cash receipt and disbursement activities related to Treasury funds.  

10. “General Ledger” refers to the master set of accounts that summarize all transactions 
occurring within the Consortium or any business or public entity. 

11. “General Counsel” shall refer to the person or persons retained to provide legal 
counsel to the Consortium.   

12. “General Manager” shall refer to the staff so designated by the entity contracted to 
provide General Manager services for the Consortium. 

13.  “Generally Accepted Auditing Standards” refers to the rules that govern auditing 
practices in the United States. The Auditing Standards Board, a part of the American 
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Institute of Certified Public Accountants, creates GAAS to establish auditing practice 
standards and rules. 

14. “Grants Administrator” shall refer to the staff so designated by the entity contracted 
to provide programmatic and implementation service for Consortium grants. 

15. “Grant Agreement” shall refer to the contract document between The Consortium and 
the county, memorializing the terms of a grant award.  

16. “Job Cost Detail Ledger” refers to the job cost accounting system ledgers which 
provide transaction detail that is able to be segregated into direct and indirect costs 
and is able to produce reports, for each or any of individual grant project.  All charges 
shown in the Job Cost Detail Ledger must be traceable both to source documentation, 
such as timesheets for labor costs or evidence of receipt, billing, and payment for 
direct expenses, and to General Ledger accounts. 

17. “Local Government Prompt Payment Act” refers to Florida Statutes 218.70-218.80, 
which specifies time periods for payments of various types of invoices.  

18. “Member County” shall mean a county which is a member of the Gulf Consortium, 
created under the Florida Interlocal Cooperation Act (Part I of Chapter 163, Florida 
Statutes) and the Interlocal Agreement entered into by its members on September 12, 
2012. 

19. “Negotiated Indirect Cost Rate” refers to an indirect cost rate that has been formally 
established with a federal agency in accordance with 2    CFR    200, Subpart    F, 
Appendix    4, Section    C.2.f., which states    that    provisional    and    final    rates    
must    be     negotiated     where     neither    predetermined     nor     fixed     rates     
are     appropriate.   Counties may have a Negotiated Indirect Cost Rate (or NICRA) 
already established due to prior Federal awards or other federally funded programs.    
Where counties do not have an established Indirect Cost Rate with a federal agency, 
a De minimis 10%   rate may be used. The 10%    De   minimis rate may     be     elected     
by     an     organization     that     has     never     received     a     negotiated    indirect    
cost    rate. 2     CFR     200, Subpart      E, Section     200.414 (f) specifies that any     
non-Federal     entity      that     has     never    received    a    negotiated    indirect    
cost    rate     may    elect    to    charge    a    de    minimis    rate    of    10%    of    
modified    total    direct    costs (MTDC) which    may    be    used    indefinitely.  

20. “Person” means any business, individual, committee, club, other organization, or 
group of individuals. 
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21. “Procurement Manager” means an individual designated by the General Manager duly 
authorized to enter into and administer contracts and make written determinations 
with respect thereto under the terms of the Procurement policies of the Consortium. 

22. “Procurement” means buying, procuring, leasing, or otherwise acquiring any 
materials, supplies, services, or equipment. It also includes all functions that pertain 
to the obtaining of any material, supplies, services, construction, and equipment, 
including description of specifications and requirements, selection and solicitation of 
resources, preparation, and award of contract. 

23. “Property Register” shall refer to a log maintained which includes a description of all 
real property acquired with federal funding assistance.  The register must be 
maintained accurately at all times and shall be submitted annually as a federal 
reporting requirement.  

24. “Purchase Order” means that document used by the Consortium to request that a 
contract be entered into for a specified need, and may include, but not be limited to, 
the technical description of the requested item, delivery schedule, transportation, 
criteria for evaluation, payment terms, and other specifications. 

25. “RESTORE ACT (Pot 3) funds” refers to the 30% of the Gulf Coast Restoration Trust 
Fund, established by the RESTORE Act, to fund economic and environmental 
recovery of the Gulf Coast region impacted by the Deepwater Horizon Oil Spoil.  Pot 
3 funds are managed separately by each of the Gulf Coast states.  The Gulf Consortium 
is Florida’s designated agency to administer Pot 3 funds. 

26. “Services” means the furnishing of labor, time, or effort by a contractor, not involving 
the delivery of a specific end product other than those which is not defined as supplies 
and which are merely incidental to the required performance.  

27. “Specification” means any description of the physical or functional characteristics of 
the nature of a material, supply, service, construction, or equipment item. It may 
include a description of any requirement for inspection, testing, recycled, or 
degradable materials content, or preparing a material, supply, service, construction, 
or equipment item for delivery. 
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AFM-1. FINANCIAL MANAGEMENT FOR FEDERAL REQUIREMENTS 
AFM-1.1 The Gulf Consortium’s information and accounting systems are designed to meet all 

federal program requirements, including reporting requirements. 

AFM-1.1.1 The accounting and financial management systems shall follow Generally 
Accepted Accounting Principles (GAAP). 

AFM-1.1.2 The accounting system shall be accrual based.  

AFM-1.1.3 The accounting and financial management systems shall support Generally 
Accepted Auditing Standards (GAAS). 

AFM-1.2 The Gulf Consortium shall produce regular financial statements. 

AFM-1.2.1 Monthly financial statements shall be presented to the Board at each 
meeting for review and approval. 

AFM-1.2.2 Annual financial statements shall be presented to the Board for review and 
approval following the end of each fiscal year and made available for the 
Consortium’s annual audit. 

AFM-1.3 The Gulf Consortium’s financial management system shall be maintained in a 
manner sufficient to permit preparation of reports required by all applicable statutes, 
regulations and grant agreements.  

AFM-1.4. Tracking of specific grant funding for each project and County will be maintained 
and reconciled on a monthly basis.  

AFM-1.4.1 Corresponding financial reports shall be presented to the Board at each 
meeting. 

AFM-1.5 Tracking of Gulf Consortium funding against Trust Fund availability shall be 
maintained and reconciled on a quarterly basis.  

AFM-1.5.1 Due to federal reporting cycles, the quarterly reconciliation shall be 
completed not more than 15 days following the available of Trust Fund 
balance information from the Council.  

AFM-1.5.1 Corresponding financial reports shall be presented at the next Board 
meeting following the quarterly reconciliation. 

AFM-1.6 Tracking of required funding from non-Consortium sources shall be maintained and 
reconciled quarterly. 
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AFM-1.6.1 Where projects have been identified in the grant application as relying on 
both Pot 3 and other funding, the Consortium is responsible for monitoring 
the status of external funding.  Corresponding financial reports shall be 
presented to the Board at each meeting. 

AFM-2. TRACKING OF ALLOWABLE OR UNALLOWABLE COSTS 

AFM-2.1 The accounting system of the Gulf Consortium shall designate a project number for 
all direct expenses associated with each specific project.   

AFM-2.2 All recorded costs entered into the Gulf Consortium’s accounting system shall be 
classified as either allowable or unallowable costs, in accordance with 2 CFR part 
200.403. 

AFM-2.2.1 Determination of allowable or unallowable costs is the responsibility of the 
Finance Manager.  

AFM-2.2.2 Actual expenditures or outlays shall be compared to budgeted amounts for 
each grant 

AFM-2.3 Allowable costs shall be tracked against specific grant budgets. 

AFM-2.4 Unallowable costs shall be tracked against Gulf Consortium budget. 

AFM-2.5 The Finance Manager will ensure that sufficient funding exists for all costs incurred 
prior to approval for payment. 

AFM-3. TRACKING OF DIRECT COSTS 

AFM-3.1 Direct costs shall be defined in accordance with 2 CFR § 200.413, as those costs that 
can be identified specifically with a particular final cost objective, such as a Federal 
award, or other internally or externally funded activity, or that can be directly 
assigned to such activities relatively easily with a high degree of accuracy.  

AFM-3.2 Costs incurred for the same purpose in like circumstances must be treated 
consistently as either direct or indirect facilities and administration (F&A) costs. See 
also 2 CFR § 200.405, Allocable costs, and 2 CFR § 200.412, Classification of costs. 

AFM-3.3 Identification with the Federal award, rather than the nature of the goods and services 
involved, is the determinative factor in distinguishing direct from indirect (F&A) 
costs of Federal awards. Typical costs charged directly to a Federal award are the 
compensation of employees who work on that award, their related fringe benefit 
costs, and the costs of materials and other items of expense incurred for the Federal 
award. If directly related to a specific award, certain costs that otherwise would be 
treated as indirect costs may be treated as direct costs, including extraordinary utility 
consumption, the cost of materials supplied from stock or services rendered by 
specialized facilities, or other institutional service operations. 
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The salaries of administrative and clerical staff should normally be treated as indirect (F&A) 
costs. Direct charging of these costs may be appropriate only if all of the following 
conditions are met: 

1. Administrative or clerical services are integral to a project or activity; 
2. Individuals involved can be specifically identified with the project or activity; 
3. Such costs are explicitly included in the budget or have the prior written approval 

of the Federal awarding agency; and 
4. The costs are not also recovered as indirect costs. 

AFM-3.4 Minor items. Any direct cost of minor amount may be treated as an indirect (F&A) 
cost for reasons of practicality where such accounting treatment for that item of cost 
is consistently applied to all Federal and non-Federal cost objectives. 

AFM-3.5 The costs of certain activities are not allowable as charges to Federal awards. 
However, even though these costs are unallowable for purposes of computing 
charges to Federal awards, they nonetheless must be treated as direct costs for 
purposes of determining indirect (F&A) cost rates and be allocated their equitable 
share of the non-Federal entity's indirect costs if they represent activities which: 

1. Include the salaries of personnel, 
2. Occupy space, and 
3. Benefit from the non-Federal entity's indirect (F&A) costs.  

AFM-3.6 For nonprofit organizations, specific rules apply. See 2 CFR 200.413(f).  

AFM-4. TRACKING OF INDIRECT (F&A) COSTS 

AFM-4.1 Indirect costs shall be defined in accordance with 2 CFR § 200.414, which refers 
also to “F&A” or Facilities and Administration costs. Indirect costs are those that 
have been incurred for common or joint objectives. These costs benefit more than 
one cost objective and cannot be readily identified with a particular final cost 
objective without effort disproportionate to the results achieved.  After direct costs 
have been determined and assigned directly to Federal awards and other activities 
as appropriate, indirect costs are those remaining to be allocated to benefitted cost 
objectives. A cost may not be allocated to a Federal award as an indirect cost if any 
other cost incurred for the same purpose in like circumstances has been assigned to 
a Federal award as a direct cost.  

1. “Facilities” is defined as depreciation on buildings, equipment and capital 
improvement, interest on debt associated with certain buildings, equipment 
and capital improvements, and operations and maintenance expenses.  

2. “Administration” is defined as general administration and general expenses 
such as the director's office, accounting, personnel and all other types of 
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expenditures not listed specifically under one of the subcategories of 
“Facilities” (including cross allocations from other pools, where applicable).  

3. For nonprofit organizations, library expenses are included in the 
“Administration” category; for institutions of higher education, they are 
included in the “Facilities” category.  

AFM-4.2 It is not possible to specify the types of cost which may be classified as indirect 
(F&A) cost in all situations. Identification with a Federal award rather than the 
nature of the goods and services involved is the determining factor in distinguishing 
direct from indirect (F&A) costs of Federal awards. However, typical examples of 
indirect (F&A) cost may include depreciation on buildings and equipment, the costs 
of operating and maintaining facilities, and general administration and general 
expenses, such as the salaries and expenses of executive officers, personnel 
administration, and accounting. 

AFM-5. FEDERAL AGENCY ACCEPTANCE OF NEGOTIATED INDIRECT 
COST RATES 

AFM-5.1 Subrecipients may have a Negotiated Indirect Cost Rate (NICR) with the Federal 
awarding agencies. State and local governments generally will have an Indirect Cost 
Rate with the Federal government. Classification of NICR costs shall ensure 
compliance with specific grant requirements, if applicable. 

AFM-6. CASH MANAGEMENT 

AFM-6.1 The Leon County Clerk of Courts (Clerk) shall serve as the designated fiscal agent 
to the Gulf Consortium and shall be the direct recipient of treasury funds and shall 
process disbursements. The Clerk’s responsibilities and obligations as fiscal agent 
to the Consortium are further described in a binding interlocal agreement between 
the Consortium and the Clerk. 

AFM-6.1.1 The fiscal agent shall establish a separate non-interest bearing account used 
for the receipt of RESTORE ACT (Pot 3) funds only.  

AFM-6.1.2 The fiscal agent shall provide distribution and paying agent services to 
effectuate payments and receive money from the Trust Fund. 

AFM-6.1.3 The fiscal agent is compensated pursuant to a contractual agreement 
between the Gulf Consortium and the Leon County Clerk of Courts. 

AFM-6.1.4 The Consortium shall establish a designated Payment Account held 
separately from other Consortium funds used only to pay or reimburse 
approved disbursements. Monthly bank statements for such Payment 
Account shall be sent to the Consortium and to the Clerk.  
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AFM-6.1.5 The Consortium shall provide for the electronic transfer of funds into the 
Payment Account and shall send notification to the Clerk with each deposit. 

AFM-6.1.6 The Consortium shall ensure that the Clerk has access to the Payment 
Account for purposes of processing payments (either through writing 
checks or direct deposits), monitoring transactions, and effectuating any 
necessary stop payments; provided, however, the Clerk shall not have wire 
transfer access to the Payment Account.  

AFM-6.1.7 The Consortium shall provide the Clerk with an electronic signature for 
check printing purposes.  

AFM-6.1.8 The Consortium shall be responsible for maintaining a sufficient balance 
in the Payment Account to satisfy payment of approved invoices. 

AFM-6.2 Approved Invoices 
The Consortium shall process, approve and forward approved invoices to the Clerk 
for payment from the Payment Account. Approved Invoices shall bear or be 
accompanied by a mark of approval or imprimatur of the Consortium including 
words to the effect of "Approved for payment by the Gulf Consortium on [date of 
approval]," followed by the signature of an authorized signatory, together with a 
copy of the related contract or purchase order if one exists. 

AFM-6.3 Approved Signatories 
The Consortium may add or change authorized signatories by written notice to the 
Clerk signed by the Chair of the Gulf Consortium and attested to by its Secretary. 
The Consortium hereby designates the following individuals as approved signatories: 

1. Valerie Seidel, General Manager 
2. Craig Diamond, General Manager 

AFM-6.4 The Consortium shall provide the Clerk with a copy of its budget for each fiscal year 
upon adoption, as well as contracts, grant agreements, signed quarterly and annual 
grant reports, and such other documents as the Clerk may reasonably request. 

AFM-6.5 The Consortium shall be responsible for preparing and submitting closeout 
documentation for all grants managed by the Consortium. 

AFM-6.6 The Consortium shall have and maintain sole responsibility for the following: 

AFM-6.6.1 Determining whether a given activity, expenditure or cost comprises a 
Qualified Expenditure. 

AFM-6.6.2 Making such actions as may be necessary to satisfy applicable requirements 
and prerequisites or obtain any approvals from state, Federal or any other 
authorities required in order to approve payments and expenditures from the 
Payment Account and/or Trust Fund proceeds. 
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AFM-6.6.3 Agreeing to and satisfying such conditions, including audit requirements, 
as may be necessary under the RESTORE Act to ensure that amounts 
disbursed from the Trust Fund will be used and expended in accordance 
with the RESTORE Act. 

AFM-6.6.4 Providing such certifications as may be required by the RESTORE Act. 

AFM-6.6.5 Developing and administering standard procurement rules and regulations 
governing projects, programs, and activities. 

AFM-6.6.6 Facilitating return of used funds, if any, on deposit in the Payment Account 
in the manner required by the RESTORE Act 

AFM-6.7 The Clerk's responsibilities in connection with its role as fiscal agent include the 
following: 

AFM-6.7.1 Payment of Approved Invoices. The Clerk shall receive Approved 
Invoices from the Consortium and process same for payment from the 
Payment Account, either through writing checks or direct deposit. 

AFM-6.7.2 Internal Financial Controls.  The Clerk shall designate duly authorized 
officers or deputies to fulfill the various obligations contemplated 
hereunder. 

AFM-6.7.2.1 The Clerk shall maintain a financial management system (cash 
receipts, disbursement tracking, detailed activity ledger, cash 
control register, property control register including equipment 
purchases) sufficient to perform its responsibilities and obligations 
as fiscal agent to the Consortium. 

AFM-6.7.2.1 The Clerk shall maintain policies and Procedures for invoice 
submittal/approval, in accordance with the requirements of the 
Florida Local Government Prompt Payment Act, Chapter 218, Part 
VII, Florida Statutes. 

AFM-6.7.3 Reporting. 

AFM-6.7.3.1 The Clerk shall designate duly authorized officers or deputies to act 
and fulfill online monthly reporting 

AFM-6.7.4 Recordkeeping. 

AFM-6.7.4.1 The Clerk shall establish an on-site and fully accessible 
recordkeeping system. All records will be maintained in such a way 
as will permit their inspection pursuant to Chapter 119, Florida 
Statutes. 
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AFM-6.7.4.2 The Clerk shall maintain copies of recording of disbursements and 
cash receipts for three (3) years, or longer if required by federal grant 
law. 

AFM-6.7.4.3 The Clerk shall retain all grant-related records for six (6) years. 

AFM-6.7.5 Monitoring. The Clerk will provide monitoring of financial controls in 
accordance with Federal grant law. 

AFM-6.7.5.1 The Clerk shall promptly notify the Consortium in the event the 
funds on deposit in the Payment Account are insufficient to process 
payment or reimbursement of an Approved Invoice. In such case, 
unless directed in writing by an Authorized Signatory, the Clerk 
shall not process a partial payment of the Approved Invoice but shall 
wait to process payment until sufficient funds have been deposited 
into the Payment Account to pay the Approved Invoice in full. 

AFM-6.7.5.1 The Clerk shall promptly notify the Consortium in the event one or 
more Approved Invoices submitted to the Clerk for payment exceed 
the amount budgeted by the Consortium for the underlying project, 
program or activity. In such case, the Clerk shall not process 
payment of any invoice(s) which exceed the budgeted amount until 
the Consortium provides the Clerk with a budget amendment.  

AFM-6.8. The Consortium shall maintain proper segregation of duties for Cash Receipts, 
Disbursement Tracking, Job Cost Detail Ledger, and Property Control Register.  

AFM-6.8.1 Cash Receipts 
AFM-6.8.1.1 The Finance Manager shall maintain the official Cash Receipts Log 

records for The Gulf Consortium. 

AFM-6.8.1.2 A designated staff member shall record all Gulf Consortium checks 
upon receipt in the presence of another individual; both shall sign 
the daily Cash Receipts Log. 

AFM-6.8.1.3 The designated staff member shall prepare the bank deposit 
documentation and maintain copies with the Cash Receipts Log. 

AFM-6.8.2 Disbursement Tracking  
AFM-6.8.2.1 The Finance Manager shall maintain the official Disbursements 

Register records. 

AFM-6.8.2.2 A designated staff member shall prepare checks (for non-grant 
expenditures) or check requests (for grant-related expenditures) to 
make payment of approved invoices. 
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AFM-6.8.2.3 Copies of all disbursements and corresponding approved invoices 
marked “Paid” shall be attached to the Disbursements Register. If 
the disbursement results in property acquired by the Consortium, the 
Property Register shall be updated accordingly.  

AFM-6.8.2.4 Monthly, the Disbursements Register shall be reconciled to the bank 
statement.  

AFM-6.8.3 Job Cost Detail Ledger 
AFM-6.8.3.1 The Finance Manager shall maintain the official Job Cost Detail 

Ledger records. 

AFM-6.8.3.2 A designated staff member shall prepare transactions for entry into 
the official accounting system. 

AFM-6.8.3.3 All entries shall be prepared with supporting documentation 
identifying budget category, project/grant number, and approving 
authority.  

AFM-6.8.3.4 Job Cost Detail shall be reconciled monthly. 

AFM-6.8.4 Property Control Register 
AFM-6.8.4.1 The Finance Manager shall maintain the official Property Control 

Register records. 

AFM-6.8.4.2 A designated staff member shall monitor the Property Control 
Register monthly against the Disbursements Register.  

AFM-6.8.4.3 An inventory of all physical equipment and other property shall be 
conducted and a report confirming that all property is accounted for 
shall be prepared and filed for audit purposes.  

AFM-6.8.4.4 The General Manager shall review and initial the monthly 
reconciliation.  

AFM-6.9 - The Finance Manager shall maintain timely accurate records in the federal grants 
management system.  

AFM-6.9.1 The Finance Manager shall maintain appropriate safeguards in the RESTORE 
Council grants management system approval processes.  

AFM-6.9.2 Authorized individuals shall certify and submit payment requests in the grants 
and awards management system for Consortium approval.
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Accounting Process Flow Organizational Chart 
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AFM-7.0 ACCOUNTING WORKFLOWS 
In order to present accurate and consistent financial statements, the revenues and expenses 
attributable to each period will be reflected in that period to the degree possible. Generally, all 
entries required to accurately reflect the revenues and expenses of each period will be made in that 
period. 
  
The Consortium records transactions on the accrual basis of accounting.  
  
All accounting activities are the result of an action that was approved by the Board at some point; 
either specifically, or as part of an operating budget.  All accounting transactions must be supported 
by evidence of the approval process that gave rise to the transaction.   

 AFM-7.1a Transaction processes (AR, AP) 
  

Analyst 1 reviews the 
documents to support the 
transaction and verify the 
contents of the financial 

transaction are valid; 
prepares transaction list 

Costs come into 
the Consortium via 
payment request, 

payable or 
expense, or 

accrual items 

Individual transactions 
are compiled and 
reconciled to the 

Payables or Receivables 
Ledger monthly 

Analyst 2 posts the 
transaction in the accounting 
software (QB) and assigns 

validated back up to the 
transaction  

Finance Manager authorizes 
the transaction after 

reviewing the preparation of 
both analysts for accuracy 

and validity 

Financial statements 
and transaction data 
are audited at least 

annually by an 
external auditor 

Transactions are booked 
against a specific grant, much 
like project accounting, unless 
the cost is deemed to be an 

indirect cost and will be 
allocated as such 



Accounting and Financial Management Policy  17  

AFM-7.1b Transaction process for managing organization’s invoices 
In order to maintain control of invoices for the managing organization, the following process has 
been developed. The invoices require the signature of two Gulf Consortium board members 
before being submitted for payment. 
 

Invoice is submitted for 
services &/or 

reimbursements 

Secretary/Treasurer 
reviews & approves 

Chairman reviews & 
approves 

Analyst 
enters 

approved 
invoices for 

payment 

Finance Director reviews 
approvals & entry for 

accuracy 

Analyst 
prepares 
payment 

Check is reviewed & 
signed by Treasurer 

Payment is sent to 
vendor 

See 
Reconciliation 

Process for 
final 

verification 
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AFM-7.2 Payment Requests 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

AFM-7.3 Direct vs. Indirect Costing 
 
 
   

Once documentation for 
a payment request from 
a sub-recipient county 

is authorized the 
Consortium will submit 

a draw request to ASAP 

Analyst 1  
prepares a draw 
down request for 
Consortium bank 

account 
managed by 
fiscal agent 

Finance Manager submits 
the payment request 
package with all the 

supporting documents for 
the payment request 

Fiscal agent reviews the 
contents of the payment 

request against the request 
amount and release 

payment via ACH w/in 3 
days of funds receipt from 

RESTORE 

Sub-receipt receives 
payment; 

Analyst 2 updates grant 
budget and county fund 

allocation 

Monthly all draw 
requests are 
reconciled 

against 
accounting 

records and grant 
administrator 

records 

On a monthly basis before 
close, all grant costs are 

reviewed for direct or 
indirect allocation to grant 

projects 

Indirect costs are 
charged to indirect cost 
allocations for grants 

and reviewed to ensure 
allowable under awards 

indirect cost rating or 
NICRA 

Grants administrator 
reviews cost 

elements to assign 
to grant or indirect 

cost of grant 

Finance manager 
reviews award or 

sub-award indirect 
cost pools as it 

relates to costs in 
question 

Direct costs are properly 
allocated to their grant 

project costing and 
reconciled monthly 

For high volume months, 
Financial Analyst 1 can also 
review cost information to ID 

direct vs. indirect 
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 AFM-7.4 Monthly Reconciliation Process 
  

Balance sheet accounts 
as well as grant/project 

accounts will be analyzed 
and reconciled on a 

monthly basis 

Financial Analyst 1 prints 
ending balance per General 

Ledger for each balance 
sheet account and Grant 

Project Number 

The Finance Manager 
reviews the schedule of 

balances and source 
documents and signs off 
on each account by the 

10th of the following 
month 

Fiscal Agent provides a 
monthly transaction listing 
to the Finance Manager for 
review and reconciliation 
against the active grant 

costs and reimbursements  

After reconciliations are 
completed, the financial 
statements are produced 
including statement of net 

position for each grant 
and the Consortium as a 

whole 

Financial statements are provided 
to the Audit Committee monthly for 

review; quarterly to Board.  
Additionally any disclosures to 
Council will be made in their 

format on the required frequency. 

Financial Analyst 2 prints 
source document such as 

accounts payable 
register/aging, bank 

reconciliation, or grant 
project activity detail report; 
flags any discrepancies or 

reconciling items 

Reconciliations and workpapers 
are maintained in file by month. 
Annually all reconciliations are 

made available to external 
auditors.  
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Subgrant Request Flow 
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 C
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General Manager & 
Finance Manager 
review GC-OSA 

document and 
accompanying sub 

forms for 
completeness  

General Manager & 
Grant admin 
reviews county 

audits, notes, and 
documents including 
Pot 1 OSA to identify 

a proper risk rating  

General Manager & 
Grant admin 

Compile 
documentation and 
notes and complete 
risk rating rubric to 

assign risk level 

Grant Admin 
reviews project 

narrative information 
against project type 

per SEP and 
RESTORE project 

guidelines 

BAS & Procurement 
Manager review 

milestone feasibility, 
metrics 

reasonableness, data 
mgmt. & 

observational plans 

Outside experts 
review best 

available science 
considerations and 

best practices 
considerations 

Grant Admin 
amalgamates 
county grants, 

coordinates 
budget/cost review, 

milestones, and 
monitoring. 

Deputy Grant 
Manager creates 

grant narrative and 
prepare Council 

documents for the 
grant submission  

General Manager, 
General Counsel, 

Grant Admin work 
with Council on 

comments or changes 
to GC Grant, sign 

Grant contract 

General Counsel 
& grant admin 

execute agreement 
with Subrecipient 
grant deliverables, 

milestones, and 
terms/conditions 

Procurement 
Manager, finance, 

Grant Admin review 
and audit milestones 

of information and on 
regular basis as per 

agreement  

Grant Admin, 
Fiscal Agent, 

Finance, Close-out 
subrecipient grant 

and continue 
monitoring as 

perscribed  

1. 

2. 

3. 

4. 
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Subrecipient payment request Grant Administration 
System (WizeHive) 

Financial Management 
System  (Quickbooks)  

Fiscal Agent 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 
Verification 

 

 
Separation of 

duties 
 

 
Authorization 

 

 
Separation of 

duties 
 

 
Safeguarding 

of assets 
 

 
Approval 

 

 
Reconciliation 

 

 
Separation of 

duties 
 

 
Authorization 

 

 
Separation of 

duties 
 

 
Document 

 
 

Verification 
 

 
Safeguarding 

of assets 
 

Grant 
admin 

Finance 
manager 

Finance 
analysts 

2-3 

Fiscal 
Agent 

Member 
county 

 
Reconciliation 

 

Grant 
Administrator 

reviews 
request against 
grant contract 

County submits 
payment 

request in 
WizeHive* 

Finance Analyst 
prepares 

account entries 
under County 

project** 

Grant 
Administrator 
submits draw 
request from 

ASAP  

Finance 
Manager 

authorizes 
entries and 

posts to ledgers 

Fiscal Agent 
receives cash 

Reconciliation 
of grant system 

to account 
system and 
fiscal agent 

report 

Finance 
Manager 

authorizes 
fiscal agent to 

disburse 

Fiscal Agent 
reviews request 

and remits 
payment to 

County 

Finance Analyst 
prepares 

account entries 
under County 

project 

*WizeHive will auto generate email alerts when 
submissions are made by member counties 

**WizeHive and Quickbooks are integrated so it 
is also possible to import request data directly 
into accounting system for review 

Request 

 
Approval 

 

 
Authorization 

 

 
Document 

 

 
Separation of 

duties 
 

 
Verification 

 

 
Safeguarding 

of assets 
 



Grant Manual  22  

   

Ca
sh

 R
ec

ei
pt

s 
Ex

am
pl

e 

 

Ac
co

un
ts

 P
ay

ab
le

 V
ou

ch
er

 R
ec

ei
pt

 a
nd

 
su

bs
eq

ue
nt

 p
ay

m
en

t 

 

 

Authorized 
Signer reviews 
request against 

voucher and 
signs check 

payment 

Finance analyst 1 
opens mail in front 
of another analyst 
and signs the daily 

receipts log and 
prepares cash 
receipts entry 

Finance analyst 2 
Signs daily receipts 

log and verifies 
payment information 

for AR ledger entry 
preparation 

Finance manager 
authorizes analyst’s 
expense entries and 
posts them in their 
respective ledgers 

 
Segregation 

of duties 
 

Finance analyst 3 
Monthly 

reconciliation of 
bank accounts and 

AR aging reports for 
unreported 
payments 

 
Access 
Control 

 

 
Periodic 

Reconciling 
 

Finance analyst 1 
Opens mail in front 
of another analyst 

and time stamps the 
AP invoice and signs 
it, invoice is stored in 

current file 

Finance analyst 2 
Reviews invoice 
information and 
confirms payee 
legitimacy and 

payment request 
accuracy 

 
Segregation 

of duties 
 

Finance manager 
authorizes analyst’s 
expense entries and 
posts them in their 
respective ledgers 

Finance analyst 1 
Makes an entry in QB 

and sign/dates 
backup docs and AP 
voucher document  

Finance analyst 2 
removes check from 
locked cabinet and 
prepares check for 
payee per voucher 

amount  

 
Segregation 

of duties 
 

Approval 
Authority 
Necessary 

 

Finance analyst 1 
puts the check in the 

mail  

 
Periodic 

Reconciling 
 

Finance analyst 3 
Monthly 

reconciliation of bank 
accounts and AR 
aging reports for 

unreported payments 

All positions listed are employees of the manager and each different title 
is a distinct individual 
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