
Post-Award Grant Training
Grants Administration

Miami-Dade County Public Schools



District Goal

 Less than 1% of grant funds 
unspent or returned to the funding 
agency.



Agenda
 Overview of OGA focusing on GDU and FRU

 Discussion of the function of the Grants Development Unit
 Submission of Grant Applications

 Financial Reporting Unit 
 Budget Entries including Grant Transmittal Form
 Budget Transfers – Fringe Calculator
 Transfers of Expenditures (JV’s)
 Purchasing
 Accounts Payable
 Contracts
 Monitoring Your Grant
 Data Access/Website
 Grants Availability Report in SAP
 Monthly Projections
 Time and Effort Certification
 Closing Your Program – critical deadlines
 Program Manager/Staff Assistance
 COVID Relief Funds



Grants Development Unit
SUBMISSION OF GRANT APPLICATIONS AND REPORTING OF GRANT AWARDS
 All personnel are reminded to contact staff in the Office of Grants Administration 

(OGA) at 305 995-1706 prior to generating any paperwork leading to the 
submission of a grant application. Contact with OGA staff is critical to ensure 
district-wide coordination of grant submissions and because funding agencies 
frequently limit the number of submissions per school district.

 All grants are affected by this requirement, including those submitted on-line and 
those involving partnerships with an outside agency acting as fiscal agent. Teacher 
mini-grants administered by the Foundation for New Education Initiatives, Inc. 
and The Education Fund, and teacher scholarships/fellowships that are awarded 
directly to the teacher are exempt from these procedures. All grant funds 
awarded to the District, schools and/or Miami-Dade County Public School 
employees must be reported to Grants Administration. 



Grants Development Unit
SUBMISSION OF GRANT APPLICATIONS AND REPORTING OF GRANT AWARDS

OGA staff will support the grant development process as follows:
 Facilitate the development of a grant proposal Coordinate the grant submission 

process;
 Confirm  funder’s eligibility requirements;
 Develop a letter of commitment or letter of support from the Superintendent, if 

appropriate;
 Link the grant writer(s) with collaborative partners, if appropriate;
 Provide the grant writer(s) with technical assistance including budget preparation; 

and
 Ensure that District procedures are followed according to an established timeline.



Grants Development Unit
SUBMISSION OF GRANT APPLICATIONS AND REPORTING OF GRANT AWARDS
 Grant awards and donations must be reported to the School Board. Pursuant to 

School Board Policy 6110 – Grant Funds, OGA must take all grant awards of 
$250,000 and above to the Board for approval.  Grant awards under $250,000 
must be reported to the Board on a quarterly basis. In addition, pursuant to School 
Board Policy 7230 – Gifts to the School District, donations or gifts of money over 
$50,000 must be approved by the Board prior to being accepted. All equipment 
that is donated or a gift with a value of greater than $50,000 in aggregate requires 
Board approval. Please see the chart with specifics on thresholds, Board Policy, 
approval and reporting requirements, and need to contact OGA for assistance.

 Please refer to School Board Policy 7230 – Gifts to the School District for special 
category requirements for goods donated to school and/or district sites.

 Should you have any questions or need additional information, please contact Ms. 
Melissa Latus, Administrative Director, Intergovernmental Affairs and Grants 
Administration, at 305 995-1706 or via e-mail at mlatus@dadeschools.net.

mailto:mlatus@dadeschools.net


Grants Development Unit

Kind of Grant or Gift Board Policy
Approval
Needed

Contact 
OGA?

Method for Board 
Reporting

Grant Award 
$250,000 and above SB Policy 

6110 Board Yes OGA Board Item

Grant Award 
under $250,000 SB Policy 

6110

School 
Principal/ 
Region Yes

Quarterly OGA memo for 
grants under $250,000

Donations or gifts 
(including in-kind)
valued over $50,000 SB Policy 

7230 Board Yes OGA Board Item

Donations or gifts 
(including in-kind)
valued between $15,000 
to $50,000 SB Policy 

7230

School 
Principal/ 
Region No Not needed*

Donations or gifts 
(including in-kind)
valued up to $15,000 SB Policy 

7230

School 
Principal No Not needed*

Mini-grants for Teachers; 
Scholarships/Fellowships

SB Policy 
6110 & 7230

School
Principal No Not needed*



Financial Reporting Unit
 Assistance with writing budgets during the grant-writing 

process.
 Assistance with budget processes such as new budget entries, 

transfers, transfers of expenditures, and submissions of 
amendments.

 Assistance with monitoring your spending according to the 
grant specifications.

 Assistance with closing your grant and helping to meet the 
District goal of less than 1% of funds unspent or returned to 
the funding agency.



Financial Reporting Unit

Meyme Falcone, Administrative Director – 305-995-1516
E-mail: mfalcone@dadeschools.net

Carmen Lopez, Executive Director – 305-995-1501
E-mail: clopez09@dadeschools.net

Awilda Ruiz-Cintron, Coordinator – 305-995-1426
E-mail: awildaruiz@dadeschools.net

Barbara Garcia, Coordinator – 305-995-1289
E-mail: barbaragarcia@dadeschools.net

Mariana Castaneda Penchin, Coordinator – 305-995-2696
E-mail: 327435@dadeschools.net



Grants Administration
http://www.dadegetsgrants.net/



Financial Reporting
http://www.dadegetsgrants.net/#!financial-reporting-tools/cfv3



Useful Forms
 Grant Budget Document – Entry and Transfer
 Transfer of Expenditures
 Fringe Calculator
 Budget Assistance Sheet
 Templates for Board Items
All are on the Grants Administration website: 

www.dadegetsgrants.net
Click on Managing A Grant and go to Financial Reporting 

Tools.



COVID Relief Funds

https://covidrelief.dadeschools.net/



Covid Relief Funds-ESSER Grant 
Programs
 CARES Act – ESSER I: Fund 441- Program 

3384 (End date 9/30/2022)
 CRRSA – ESSER II: Fund 443 – Programs 

3386XXXX-33870000 (End Date 9/30/2023)
 American Rescue Plan- ESSER III: Fund 445 

Programs 5441XXXX (End Date 9/30/2024)



ESSER II (CRRSA) And ESSER 
III (ARP)ASSURANCES

1. Expenses must be eligible under Federal education laws
2. Coordinating preparedness and response efforts of local education agencies (LEA) 

with State and local public health departments and other relevant agencies to 
improve coordinated responses to coronavirus

3. Providing principals with resources necessary to address needs of their individual 
schools

4. Activities to address the unique needs of at-risk students
5. Developing and implementing procedures and systems to improve the 

preparedness and response efforts of LEAs
6. Training and professional development for staff of the LEA on sanitation and 

minimizing the spread of infectious diseases
7. Purchasing supplies and sanitizing/cleaning the facilities of an LEA
8. Planning for long-term closures (e.g., meals, technology, IDEA services, etc.)
9. Purchasing educational technology
10. Providing mental health services and supports



ESSER II (CRRSA) And ESSER 
III (ARP)ASSURANCES
11. Planning and implementing summer learning and afterschool programs
12. Addressing learning loss, including:

• Assessments
• Evidence-based activities
• Information to parents and families to support kids
• Tracking student attendance and improving student engagement in distance education

13. School facility improvements and repairs that reduce risk of virus transmission and            
exposure to environmental health hazards
14. Improving indoor air quality in school facilities
15. Other activities that are necessary to maintain the operation of and continuity of 
services in LEAs and the continued employment of existing LEA staff

16. Strategies for implementing public health protocols for reopening schools
Required to comply with C.F.R. 200, Uniform Guidance, Applicable Federal and 
State regulations and laws pertaining to expenditure of state funds.



Grant Transmittal Form
 Used as a cover page for all new budgets, 

revisions, or amendments.
 Highlights important deadlines and program 

dates.
 Disseminates grant information to key offices 

and stakeholders.
 Let’s review a sample grant transmittal form:



Grant Transmittal Form



Grant Transmittal Form Terms
Explained

 Program Number:  Issued by M-DCPS Accounting.  It will range from 30000000 to 
59990000 (with some in 80000000 for State Direct Grants).  Use this number in all 
communications with Grants Administration about your program.

 Program Manager:  The person in your office or school who is responsible for the 
program.  All communications regarding the grant will go to this person.

 OGA Contact:  Your contact person for program-related questions such as changes to the 
program’s scope or objectives.  Budget-related questions will be referred to your FRU 
contact: Ms. Carmen Lopez (305-995-1501), Ms. Awilda Ruiz-Cintron (305-995-1426) or 
Ms. Barbara Garcia (305-995-1289).

 Title:  The familiar name of the program; i.e. IDEA or Cultural Passport – T-II  PD.
 Project Award Number:  The contract number given to the grant by the funding agency.
 Funding Source:  The federal, state, or local agency or foundation that is funding the 

program.
 Beginning Date: The date when funds become available.
 Ending Date:  The last date when funds can be encumbered and employees can work on the 

program.
 Liquidation Date: Date that all outstanding invoices  and obligations need to be paid by in 

order to get reimbursed by the funding agency



Program Numbers Explained
 Your grant program number is assigned by the Office of Accounting.  It is a four-digit 

number followed by four zeroes, e.g. 39850000, and is unique to your program for the life of 
the grant, be it one year or multi-year.  Most grant program numbers are in the range of 3000 
to 5999, although grants that are directly funded by the State of Florida will be numbered 
8xxx and paid through the General Fund.  However, they are still grants and monitored by 
OGA.

 The program number is NOT the same as the Project Number assigned by a funding agency 
such as the Florida Department of Education or various other agencies.  This is because one 
project, such as Title I, Title II, Carl Perkins, and Magnet Schools, can have a number of 
different program numbers under that one project number.  Be aware that the funding 
agency will refer to their project number in communications, so know the difference 
between the two.

 Your program number is the key identifier to the Grants Office and your FRU person as well 
as other District offices such as Budget and Procurement, so know it and remember it when 
communicating with them.



Object Codes – What Are They?
 Object codes, sometimes called Commitment Items, are numbers that specify the budget items such as 

salaries, fringe benefits, and all the other items you might have in your budget: supplies, contracts, travel, 
and so forth.

 They begin with 5 and are six digits, usually ending in two zeroes, e.g. 514400, 523200, 531000, 551000, 
and 564100.

 The number after the 5 designates the purpose of the object code.
 51xxxx: Salaries.
 52xxxx: Fringe benefits.
 53xxxx: Purchased services, contracts and travel.
 55xxxx: Supplies and like items.
 56xxxx: Capitalized items such as furniture, fixtures and equipment, including computers and peripherals 

(printers and software) and so forth.
 57xxxx: Administrative purposes, including 579200 for Indirect Cost.
 Your FRU person can guide you in selecting the correct object codes when you’re putting together your 

budget, and the Budget Assistance Sheet lists the most commonly-used object codes.



Fringe Benefits – What Are They?
 Fringe Benefits are included in budgeting and calculating all salaries, including full-time, hourly, 

temporary instruction, stipends and supplements. This also applies when doing Budget Transfers and 
Transfers of Expenditures.

 Rates for fringes are determined by the Budget Office and change annually at the start of the new fiscal 
year (July 1).  The current rates are also listed on the Fringe Calculator and the Budget Assistance Sheet.

 The fringes for FY 2021-2022 are:
 Retirement (521000): 11.89%
 FICA/Social Security (522000): 6.2%
 Medicare (522100): 1.45%
 Group Health Insurance (523200): $10,417.00 per full-time personnel only, prorated per percentage 

of salary paid from the grant.
 Workers Comp/Liability/Unemployment Insurance (524000): 2.63%
Note: Full-time employees are charged all fringes including Group Health.  Hourly and Overtime 
employees are charged all fringes except Group Health.  Temporary Instructors are charged Retirement, 
FICA, and Medicare.  In-Service Reimbursement / Bonus Pay is charged FICA, Medicare, and Workers 
Comp/Liability/Unemployment.  Your FRU person can assist you in calculating the fringes.



Functional Areas – What Are They?
 Functional Areas, also known as Function Codes, define the purpose of the object 

code.  They are six digits, ending in two zeroes, and are paired with the program 
number, e.g. 39850000-640000. Some common functional areas are:

510000: Basic Instruction
610000: Student Support Services
620000: Instructional Media Services
630000: Instruction & Curriculum Development Services
640000: Instructional Staff Training (Professional Development)
720000: Indirect Cost
780000: Student Travel (Field Trips)

 Your FRU person can assist you in determining the correct functional areas to use 
in creating your budget.



Indirect Cost – What Is It?
 Indirect Cost is a line item in your budget that the District includes to cover costs 

not listed in the budget.  It is a rate agreed upon with the Florida Department of 
Education and the U.S. Department of Education.  For Federal through State 
grants, indirect cost is calculated on the total budget except for all 5600 object 
codes (Equipment, Software, AV Materials, etc.) and 5310 object codes with 5xxx 
and 7800 function codes.  For Federal Direct grants, the indirect cost is calculated 
on the total cost excluding any single piece of equipment which costs $5,000 per 
unit or more.

 The indirect rate changes at the beginning of the state fiscal year (July 1).  The 
rate for FY 2021-2022 is 3.19% and 5% for all ESSER grants.

 Your FRU person can assist you in determining the indirect amount for your 
program.  It can also be calculated using the Fringe Calculator.



Grant Budget Document
Entry (ENTR)

 The Budget Entry is based on the budget approved by the funding agency.
 It follows the approved object codes, functional areas, and budget amounts and 

must agree with Budget Narrative and Board Item (if applicable).
 Corrections or changes to the budget entry can only be made with written approval 

from the funder or through an amendment once the program is opened.
 Submitted by the grant project manager and transmitted to the Office of Budget 

Management for final approval.
 Forward funding – opening a program prior to Board approval – can only be done 

via a memo to the Financial Officer for OGA with proof of funding, allocation, or 
a substantially approved memo from the FLDOE.

 Grants Administration generates the transmittal packet, which includes a copy of 
the grant transmittal, the award notice, the approved budget, the budget create 
document, personnel listings, and any additional documentation such as the board 
item.  It is e-mailed to the program manger, OGA program manager, and various 
offices in the District.  The budget will post on the financial system within 24 
hours of uploading.



Grant Budget Document
Entry (ENTR) - Blank



Grant Budget Document
Transfer (TRAN)

 Transfers move money already in your budget to another allowable budget line.
 Transfers between salary and non-salary lines necessitate taking into account the 

associated fringes.  Consult your FRU person to adjust the transfer accordingly.
 Be aware of grant-imposed restrictions.  Check with your award notice or funding 

agency for limitations on transfers and the possibility of requiring an amendment.
 Assure compliance with the Green Book and EDGAR guidelines.  The Green 

Book is the FLDOE guide to accounting; EDGAR is the U.S. DOE guide.
 Transfers follow the same steps as an Entry: submit your request to your FRU 

person and provide all the documentation as needed.
 Transfers usually post within 24 to 48 hours upon receipt in the OGA office and 

will appear in the Grants Availability Report (GAR) the day after posting.



Grant Budget Document
Transfer (TRAN) - Blank



Transfer of Expenditures (JV)
 Transfers of Expenditures, also known as Journal Vouchers (JV’s), are processed by Grants 

Administration.  Their function is to move expenditures from one program to another.  They 
do not transfer funds and can only be done after the expenditure of funds has been posted 
and reconciled.

 JV’s move expenditures between similar structures; e.g. salary to salary, supplies to 
supplies.  In addition, the salary types should match; e.g. hourly to hourly.  Fringes must be 
included.

 Salary JV’s in federally-funded programs may require Time and Effort reports and must be 
in compliance with accounting best practices.

 Non-Salary JV’s such as supplies or equipment need full documentation of the expenditure, 
including but not limited to the purchase order, proof of goods receipt, bill of lading, 
invoice, and proof of payment for the goods by the District.

 In all cases, the program manager must be able to show that the expenditure is in 
compliance with the goals, objectives, and regulations of the grant and the funding agency.

 Your FRU person will assist you in preparing the JV.



Transfer of Expenditures (JV)



Purchasing and Accounts Payable
 Know your grant End and Liquidation date
 A purchase order or shopping cart does not spend your funds.  

The goods or services must be received on-line and invoices 
submitted to Accounts Payable. Make sure that payments are 
actually processed

 Expediting Orders.
 The Shopping Cart  and the Use of Procurement Credit Card.  



Procurement Procedures
 Step 1 – Commitment: Your items are put into the shopping cart or fund 

reservation.  Funds will be withdrawn from your Current Budget and placed in the 
Commitment column awaiting approval.  A commitment can be cancelled without 
penalty; the funds will be returned to the Current Budget.

 Step 2 – Encumbrance: The shopping cart is converted into a P.O. and it has 
been approved and sent to the vendor.  The funds move from the Commitment to 
Encumbrance column.  An encumbrance can be cancelled only in conjunction 
with the vendor and may incur a restocking charge.

 Step 3 – Expenditure: The P.O. item has been received.  The funds move to the 
Expenditure column.  The item must be received on-line and the required 
paperwork (invoice and bill of lading or receipt) sent to Accounts Payable in order 
to complete the payment to the vendor.

 Monitor your purchases at every step.  All purchases must be paid for before the 
grant’s liquidation date.



Matching Funds
 Your grant may have a matching requirement. Preference may be given to 

proposals that include matching funds from the institution or other 
partners including in-kind contributions. Third party contributions to 
matching funds such as computer or software donated from a company 
may be included.

 In-kind matches can include fair-market value of goods or services such 
as facilities, utilities, and personnel.

 Review the requirements for matching funds with your grant program 
manager.

 It is your responsibility to maintain your records with the required 
documentation that will be used to file quarterly, annual, or final reports.



Data Access
 There are several ways to keep track of your 

grant.
 Grants Availability Report on SAP
 Monthly Projections
 Guide To Open Programs on the Grants 

Administration website.
 Your FRU monitor is just a phone call or e-

mail away.



The Grants Availability Report
 Log onto SAP through the Employee Portal at 

Dadeschools.net.
 Click on the SAP tab on the top toolbar.
 Click on the Reports tab.
 Click on the Finance tab.
 Click on the Grants tab.
 Click on the Grants Availability link.
 Enter your program number in the Program space, using all 

eight digits: for example, 32160000.
 Click OK.



Employee Portal
Click on the SAP button on the Employee Portal screen.
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SAP Main Page
Click on the Reports tab.



Reports Page - Click on the Finance tab to open to the 
Reports page.  Click on Grants Availability Report.



Grants Availability Main Page
Enter your program number and click OK.



Grants Availability Report
The report can be printed as a PDF or converted to Excel.



Report Information
 The page can be printed in PDF or exported to 

Excel.
 The report is updated every night.
 It can also be customized to your 

specifications and to certain dates on the 
Grants Availability main page.



Monitoring Your Program
 Projections are sent to the grant program manager 

monthly.
 Projections include full-time salary projections as 

well as alerts about the spending status of funds.
 Review the projection and contact your FRU 

monitor if you have any questions or concerns.
 Catching issues early can prevent last-minute 

problems.







Time and Effort Certification
 Why is Time and Effort Certification required?
 All programs that are funded from federal dollars are required by law to 

have a certification performed that requires employees and / or direct 
reports affirm the fact that the time and effort was spent in servicing the 
particular program.

 Two Formats:  Electronic and Manual.  Time and Effort Certification is 
generated every four months for all federally-funded programs and sent to 
program administrators for approval via SAP Universal Worklist.  Manual 
certification is done on a case-by-case basis to certify time and effort on 
individual programs. 



Time and Effort Certification 
System

 What is meant by the term Single Cost Objective?
 It refers to an employee that serves a single program 

and is paid by the same program that it serves.
 What is meant by the term Multi Cost Objective?

 It refers to an employee that is filling a position of one 
of the programs that it serves but also serves another or 
more programs that are charged based on the level of 
effort depicted by a percentage that is used to charge 
the other programs served. The total of the percentages 
of all the programs served must equal 100%.

Presenter Notes
Presentation Notes
With the introduction of the new SAP payroll system, you’re going to hearing some new terms such as Single Cost Objective and Multi-Cost Objective.  Unlike the legacy system, employees can be paid from more than one funding source at the same time.  Single Cost Objective refers to an employee that serves a single program and is paid 100 percent from that program.  Multi Cost Objective refers to an employee that is paid from more than one program.  The percentage depends on the amount of time assigned to that employee, but the total must equal 100 percent.



Time and Effort Certification 
System

 What is the source of the data contained in the 
certification report?
 For employees serving only one program (i.e. Single Cost 

Objective), all data reported is obtained from the actual 
attendance records and the actual wages paid to the 
employee.

 For employees serving more than one program (i.e. Multi 
Cost Objective), the data is obtained from the SAP HR 
module that contains the level of effort expressed as a 
percentage that was budgeted and approved based on the 
approved grant application or current actual effort. 

Presenter Notes
Presentation Notes
The information for the cost objectives are derived from the payroll records submitted by your worksite.  For the Single Cost Objective, all data reported is obtained from the actual attendance records and the actual wages paid to the employee.  For the Multi Cost Objective, the data is obtained from the SAP HR module that contains the level of effort expressed as a percentage that was budgeted and approved based on the approved grant application.



Time and Effort Certification 
System

Presenter Notes
Presentation Notes
Let’s look at some samples of the new certification system.  To access the report, log on to the SAP site through the employee portal and go to the Universal Worklist.  In your tasks, you will find the Circular A-87 notifications for your worksite.  In this example, the top line is for a Single Cost Objective.  Click on it to open it, and you will be taken to the details of that notification that is shown on the next slide.



Time and Effort Certification 
System

 There’s two terms that you may see in a 
certification

 De-Certification

 Re-Certification

Presenter Notes
Presentation Notes
Here are two more new terms that you will see in the new system: Decertification and Recertification.



Time and Effort Certification 
System

 What is the definition of a De-Certification?
 A De-Certification (DECERT) refers to a retroactive 

transfer of wages involving a federal funded program 
for a prior period that was previously certified.

 What is the definition of a Re-Certification?
 A Re-Certification (RECERT) refers to the same 

retroactive transfer that was charged to another 
federally funded program that substitutes the previous 
program that was previously certified.

Presenter Notes
Presentation Notes
Decertification refers to a retroactive transfer of wages involving a federal funded program for a prior period that was previously certified.  Recertification refers to the same retroactive transfer that was charged to another federally funded program that substitutes the previous program that was previously certified.  Put simply, when you make a correction to a payroll record or retro-pay an employee, you will see both a decertification and a recertification of the records.  This provides a clear audit trail of the process.



Time and Effort Certification 
System

 There are two types of Approvals:
 Approved

 Applies for approvals where all the data reported is 
correct.

 Approved with Adjustments / Corrections 
 Applies when any data contained in the report is 

found to be in error.
 Must disclose the specifics in the Comment Tab under 

Location Comments where comments must be added that 
explains the specifics of the error found.

Presenter Notes
Presentation Notes
Once you have reviewed the report, you can approve it in one of two ways.  The first is to Approve it if all the data reported is correct.  The second is to Approve it with Adjustments or Corrections.  This means that you must note the adjustments or corrections in the Comment section. Please do not make any non-related comments like -- Great System!



Time and Effort Certification 
System

Presenter Notes
Presentation Notes
Be as specific as possible in your correction so the Payroll records can be corrected.  Once you have made the notation, click Save.



Time and Effort Certification 
System

 Verification of data
 For full-time, part-time, overtime and substitutes 

the respective days and hours reported can be 
traced to the attendance and payroll records 
retained at your school.

 For supplements and stipends the amount paid is 
based on the type of supplement as reflected in 
the SAP HR system, and also reported in the 
payroll record. 

Presenter Notes
Presentation Notes
To verify the information, check with the attendance and payroll records retained at your school or worksite.  Supplements and stipends the amount reported is based on the type of supplement refrlected in the SAP HR module and recorded in the payroll record.



Time and Effort Certification 
System

 Approval of data
 It must be approved by the administrator in 

charge of the location having firsthand 
knowledge of the work being performed.

 It cannot be delegated to a non-administrator. 

Presenter Notes
Presentation Notes
To verify the information, check with the attendance and payroll records retained at your school or worksite.  Supplements and stipends the amount reported is based on the type of supplement reflected in the SAP HR module and recorded in the payroll record.



Time and Effort Certification 
System

 What is the result of NOT performing a Time 
and Effort Certification?
Failure to perform a certification may result in the 
disallowance of a portion or the entire amount of 
expenditure reported for wages and benefits for a 
particular federally funded program (grant) if found 
by the auditor to be lacking a timely and properly 
executed certification during the required annual 
Single Audit (i.e. federal audit). 

Presenter Notes
Presentation Notes
If the report is not completed and returned, there are serious consequences that could result. Failure to perform a certification may result in the disallowance of a portion or the entire amount of expenditure reported for wages and benefits for a particular federally funded grant program if found by the auditor to be lacking a timely and properly executed certification during the annual federal audit.



Time and Effort Certification 
System

 Possible penalty for Single Audit finding related
to a missing or timely certification?
Please note that a failure to comply with the
certification requirement may result in the
disallowance of a chargeable expenditure for wages
and benefits to the Grant by the USDOE/FLDOE or
cognizant agency, thus resulting in your school’s or
department’s Discretionary account (02) being
charged for the amount equal to any disallowance.

Presenter Notes
Presentation Notes
It also means that if expenditures are disallowed by the auditors, your school or department will be responsible for making up the difference.  That could have a serious impact on your local funding.



Time and Effort Certification 
System

 Period 1: July 1 – October 31.  Issued after payroll 
that includes October 31.  Due date is fifteen days 
after issuance.

 Period 2: November 1 – February 28. Issued after 
payroll that includes February 28.  Due date is 
fifteen days after issuance.

 Period 3: March 1 – June 30.  Issued after payroll 
that includes June 30.  Due date is fifteen days after 
issuance.

Presenter Notes
Presentation Notes
In this slide the periodic mandated certification periods are identified.



Time and Effort Certification 
System

 Approval timeline and escalation
 15 workdays for electronic approval by the 

appropriate personnel at the school or non-school 
site.

 From 16th to the 25th workday escalates to an email 
notification to:
 School site: Region Superintendent.
 Non-school site: Direct Report Supervisor.

 On the 26th workday escalates to the appropriate 
Superintendent’s Cabinet member.

Presenter Notes
Presentation Notes
It is important that you return your Time and Effort report in a timely manner.  You will have fifteen workdays to review and approve the record at your school or worksite.  After fifteen days, an e-mail reminder is sent to the next level of supervision.  For schools, it will go to the Region Superintendent.  For non-school worksites, it will go to your direct report supervisor.  If the report is still not completed after twenty-five workdays, a report will be sent to the Superintendent’s cabinet member.  Therefore it is in everyone’s best interest that you complete your approval as soon as possible.



Time and Effort Certification 
System

 How can I view a Certification that has been 
previously approved?
 Simple – just follow the next three screens shots 

that will show you how to access all previously 
approved certifications, as well as the statuses.

Presenter Notes
Presentation Notes
Since you no longer have to maintain a hardcopy of your certification in your files, we have given you access to see the history of all the certifications and statuses at any time.



Time and Effort Certification 
System

Presenter Notes
Presentation Notes
In this screen you would select the tab for Reports and click below on either the A-87 Certification Reports for Multi Cost Objectives or A-87 Certification Reports for Single Cost Objectives to access all the reports available for your location.



Time and Effort Certification 
System

Presenter Notes
Presentation Notes
In this screen enter the fiscal year, period and your cost center number.



Time and Effort Certification 
System

Presenter Notes
Presentation Notes
Voila!!! Here you have all the reports and data that you will ever need.



Manual Time and Effort 
Certification

Time and Effort forms that cover transfers of expenditures to grants are 
submitted manually with the transfer form.

 Approved Forms To Be Used: There are two manual forms.
 1. Time and Effort Certification Form – Single Cost Objective & 

Transfers:  This form to be used to certify transfers or reclassifications of 
eligible personnel for salaries and benefits retroactively.

 2. Time and Effort Certification Form – Multi Cost Objective & 
Transfers: This form is used to certify transfers or reclassifications of 
eligible personnel for salaries and benefits retroactively when time and 
effort impacts split-funded personnel.



Manual Time and Effort 
Certification



Manual Time and Effort 
Certification



Closing Your Program
 End date: last date payroll can be charged to your 

program.
 Liquidation Date: last date encumbrances can be 

converted to expenditures and reported on the 
FA399.

 Final expenditure reports.
 Timing of Liquidations.
 Purchase early and track your Purchase Orders.
 Move staff to new programs. 



Important Items to Remember…
 Review your Grants Availability regularly.
 Know your program end date and liquidation date.
 Make sure purchases get liquidated, paid.
 No-successor program - Charges, including payroll, will 

be charged to your General Fund.



Before You Go…
 You will receive a link to a survey via e-mail when 

the session is finished.  Please complete it and send 
it back.  Your responses will be anonymous.

 If you attended via the webinar but were not the 
person signed in on the link, please send your name, 
employee number, location number and name, and e-
mail address to Meyme Falcone 
(mfalcone@dadeschools.net) so that you will be 
recorded as having attended.



Thank You!
 If you have any questions, please remember:  We are here to help.  Call 

or write us with any and all questions relating to finance issues on your 
grant.

 Ms. Meyme Falcone - 305-995-1516
e-mail: mfalcone@dadeschools.net

 Ms. Carmen L. Lopez - 305-995-1501
e-mail: clopez09@dadeschools.net

 Ms. Awilda Ruiz-Cintron - 305-995-1426
e-mail: awildaruiz@dadeschools.net

 Ms. Barbara Garcia – 305-995-1289
e-mail: barbaragarcia@dadeschools.net

mailto:awildaruiz@dadeschools.net
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