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GRANTSPOLICY

Grants can be an appealing alternative fundingcsolar municipalities, but are often accompanied by
special regulatory compliance requirements. Spefjuirements may apply to the general operations
of the grant including compliance, reporting, pemiance, and monitoring; both internal and external.
Municipalities may face negative consequencesdiing to meet regulatory requirements. In

addition, the grant may mandate local governmefihtocially maintain a program or asset after
expiration of the grant, as either a conditionha grant, or politically. This policy provides dtafith
guidance as to the associated processes and presethicessary to maximize the benefits and
minimize the risks of accepting grants. The purpafdhis grant policy is:

1. To ensure proper oversight of all funds appedpd to the department;
2. To minimize the department’s risk of non-compda with grant requirements; and

3. To ensure proper administration and accountfradl grants.

Grants |l dentification, Application & Acceptance

The Parks and Recreation Department shall prowfdemation to the Finance Department so effects
on the department related to budget, cash flongyrement, financial reporting and/or compliance can
be reviewed, understood and prepared for beforagp&cation is submitted.

Staff will focus on applying for and accepting gsathat are consistent with the overall strategic
direction of the department to reduce potentialgatdisk resulting from matching fund requirements.
This strategic direction; Grant Prioritization Lig updated each biennium and approved through the
Parks and Recreation Commission. Additional cautidhbe taken when accounting for maintenance,
operations or other spending obligations requiygbhd the grant period. In order to ensure any
potential grant is deemed a benefit to the departnaecompleted grant summary statement shall be
submitted to the department directorinclude:

1. The granting agency;

2. The grant’s purpose;
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The grant time period;

The grant request amount;
The amount and recommended source of matching funds
Any other future department resource requirements;

Any special procurement requirements;
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An explanation of how the grant supports the depant’s strategic priorities; and
9. Any significant reporting and compliance requiretsen

Potential grants shall be assessed by the departhimeator for consistency with the most current
grant prioritization list and adopted budget. Im&ocases, prior to completing a grant applicatioa,
Medford Parks and Recreation Commission and/oMéeéford Parks and Recreation Foundation must
pass a resolution authorizing the department tdyapp

Potential grants shall be evaluated through a malir cost/benefit analysis. The analysis should
include the amount and source of required matchinds and any other direct costs associated with a
grant; the extent to which overhead costs will beeted; in-kind contributions, audit and close-out
costs; and potential costs that might need to beriad by the department beyond the grant period.

The final decision to apply for a grant will joipttest with the department director and with pasnt
approval by the finance director and/or city mamage

The department’s grants administrator shall obaadietailed understanding of grant terms and
conditions and how the grant will be monitored. Gnent award letter and acceptance agreement;
which contains the grant award, grant assuranagspecial conditions and the guidelines that mast b
followed to comply with the grant requirements,|wi¢ forwarded to the Finance Department. The
grant award will then be reviewed for reportinguiggments, special conditions and deadlines related
to administering the grant.

The department director and grants administratall slstablish procedures related to each specific
grant, such as:

a. The development of an outline that would includevim@w projects or programs funded by
the grant would be implemented and who would bpaesible for implementation.

b. How information shall be communicated to thos@oesible for the grant, so they can
effectively carry out their roles.

c. The process that will be used to charge expenseasighe grant and to obtain
reimbursement. This may require technical procesito@ccount for time, materials and
reporting; as well as informing employees on thpanteance and methods of charging time
and materials correctly.

d. Identification of the individual or department resgible for carrying out the grant and
making sure proper resources are available to seftdly implement the grant as well as
the associated project or program.

Grant Monitoring
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The department is responsible for ensuring thdtalls are expended or encumbered prior to the end
of the grant period in order for funds to be usaecuately and not lost in future award periods. The
department must also monitor grants for compliamitie all applicable federal and/or state
regulations, and ensure that expenditures arempbance with procurement policies and procedures.
The department director shall contact the Finanggatment if assistance is needed with compliance
issues. The department director shall notify theaRce Department if:

1. There is a subsequent alteration in the fundindigoration;

2. There is a subsequent alteration in the departs@ntincial obligation;
3. Grant funds will be carried forward into the neisthl year; and/or

4. There is any notification that the grant will, erat risk of termination.

Grant Reporting

The department’s grants administrator is respoeddy providing financial reports to grantors. If

report preparation is to be handled by the Findegartment, a request must be communicated at the
start of the grant period. The grants administreg@so responsible for complying with all dueesat

and reporting requirements including financial iéing and reimbursement requests. Timely requests
for reimbursements are crucial to maximizing tmaficial benefits to the department. Grant
reimbursement requests, when allowed by the grguaigency, shall be completed at least quarterly
within 30 business days from the end of the pricarter. The Finance Department shall provide all
necessary financial information, upon requestréilinbursement requests shall be copied and
forwarded to the Finance Department for review @uathitoring of accuracy, completeness, and
timeliness of revenue reimbursement requests.

Responsibilities

The department director shall ensure complianck thiése policies and procedures. Department-
specific procedures, when needed, shall be issuratbhsistency. The grants administrator is
responsible for monitoring and communicating coamte with this policy and related procedures.
Appendices

Appendix A: 2015-17 Grants Prioritization List.

Grants Policy to be reviewed by Parks & Recreation Commission on April 19, 2016.



