
SHERRI YBARRA, SUPERINTENDENT OF PUBLIC INSTRUCTION  

SUPPORTING SCHOOLS AND 

STUDENTS TO ACHIEVE 



 

 

 

Writing Policies and Procedures due to the Uniform 

Grant Guidance (UGG) 

 

 



EDGAR 

What is EDGAR? 

It stands for Education Department General Administrative Regulations. 

The USDE’s unofficial compilation of administrative requirements for grants. 

 

What is NEW? 

On December 19, 2014 the US Department of Education (ED) released the 

newly updated EDGAR. This change was due to the Office of Management and 

Budget’s (OMB) publications of the final Uniform Administrative Requirements, 

which consolidated OMB circulars a-21, A-87, A-102 and A-122, A-133 into a 

uniform set of rules. 

http://www.ecfr.gov/cgi-bin/text-

idx?SID=6214841a79953f26c5c230d72d6b70a1&tpl=/ecfrbrowse/Title02/2cfr2

00_main_02.tpl 
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EDGAR 

 

What else is NEW? 

 

Pursuant to EDGAR, some of the policies and procedures MUST be in writing: 

Procurement (2 C.F.R. § 200.318), Cash Management (2 C.F.R. § 200.302 

(6) and Allowable Costs (2 C.F.R. § 200.302 (7)). 

 

 

 

  

 



 
For those of us who do not feel like they are writers and or could draft 

your LEA’s policies and procedures, we offer the following template to 

help guide you. 



Writing Policies and Procedures Template 
 

 

 

 

  

 

 

http://www.sde.idaho.gov/federal-programs/funding/index.html  (also printed 

handouts) 

 

The template describes in detail grant management standards: 
 

• Cash management procedures 

• Allowability Rules 

• Procurement Policies 

• Property Management Protocols 

• Time and Effort  

• Record Retention Requirements 

 

It is available to the Public at no cost!  

 

http://www.sde.idaho.gov/federal-programs/funding/index.html
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Writing Policies and Procedures Template 

The Template 

 

Federal rules require State-level and District-level requirements and policies 

regarding expenditures to be followed. 

   

• The stricter LEA or State guidance must be followed.  

 

• The template has already been adjusted to reflect State caps. 

 

• Action needed! Now the template has to be adjusted to reflect your LEA’s 

caps. 

 



Handout: Questions and Answers Regarding   

Writing Policies and Procedures  

 
Two of the most frequently asked questions: 

 

1. What is the difference between Policies and Procedures? 

 

 Policies ~ formal guidance ~may require an adoption by a school 

 board or other governing body.  

 Procedures ~  steps~ don’t require formal adoption by a governing 

 body. 

 

2. How do we know which sections require written procedures and  

 which sections require written policies?  

  

 The template headings already specify which one is which. 

 

 



Handout: Questions and Answers Regarding   

Writing Policies and Procedures  

 

• Keep the handout handy, you may find answers to some of your 

questions. Most recently asked questions will be reviewed later. 

 

 

 

• Let’s move  to the actual template and fill in the blanks. Get your 

pencils ready! 



Filling in Highlighted  Blanks 

 

 

 

 



 

Financial Management System (pages 4-6) 

 

Wendy Lee 

 



Financial Management System 

Federal Regulations require grantees to use fiscal controls and fund accounting 

procedures that assure proper disbursement of and accounting for federal funds, 

and perform and expend funds in accordance with the grant agreement and 

applicable laws, regulations rules and guidelines. (34 CFR 76.702 and 2 CFR 

200.300-302). (page 4) 

  

 Financial Management  Requirements include: 

• Local, State, & SDE Policies 

• Federal Regulations  

• Idaho Code 

• IDAPA Rules 

• GAAP 

• Idaho Financial Reporting Management System (IFARMS) 



Financial Management System  

Other Key Elements 

 
Must have and maintain a proper financial system, for identification and tracking of 

federal funds (page 6). 

 

Having a good system ensures that  

• accurate tracking and reporting is occurring 

• you are meeting federal and state requirements 

 

Must demonstrate to have good fiscal controls and procedures in place  

• Must maintain good internal controls that document and demonstrate: 

• Effective and efficient operations 

• Adequate safeguarding of property 

• Assurance that money is spent in accordance to the grant program 

requirements 

• Compliance standards are met 

 

 Must demonstrate to have good budget controls and ability to 

 properly manage federal funding  

 



Financial  Management / Accounting System:  

Filling in the Blanks  

Cash Management and Allowable Costs fill in the page 7. 

 

B. Overview of the Financial Management / Accounting System 

 

Describe your system and how it works  

• Name of your system: (2M, Skyward, Infinite Visions, Cougar, etc.) 

• Identify if your system provides a direct interface with your procurement, 

budget, inventory systems, and accounts payable.  

• Identify how you track the CFDA title and number, federal award 

identification number and year, name of the federal agency, and pass-

through entity (SDE). 

• Identify how the federal funds are identified within the system 

• Title, IDEA, Child Nutrition, etc. 

 

• Note: For those of you that still report VIB Funds – this is inaccurate and 

does not match up to the federal IDEA Part B funding – change your 

system. 

 

 

 

 



Financial  Management / Accounting System:  

Filling in the Blanks  

Reporting 

 

Identify what position is responsible for preparing timely and accurate 

financial reports. 

 

Identify what are the procedures and review and approval of financial 

information and data. 

• Who and the process 

 

Identify how your reports are prepared and submitted as specified by 

the financial reporting clause for each grant or contract award 

document: 

• These reports must include monthly and cumulative 

expenditures, project budgets, and a balance remaining 

column. 
 

 



Financial  Management / Accounting System:  

Filling in the Blanks  

C. Budgeting (page 8): 

Describe the budgeting process that occurs: 

• Who is involved  (Program Director, Business Manager, 

Superintendent)  

• What are your timelines 

• What are the steps involved 

• What account numbers and codes are used 

• What are your Objectives for the funding 

 

Reviewing and Approving the Budget (page 9): 

• Who and the process the District uses to review and approve the 

budget 

• Identify timelines and staff involved 

• Who reviews and determines unallowable costs and other grant 

specific requirements 

 

           Post Award and Budget Amendments (page 9): 

• Identify process for finalizing budget amendments and notification 

process. 

 

 

 



Financial  Management / Accounting System: 

Filling in the Blanks  

D. Accounting Records (page 10): 

• Describe your accounting process and recordkeeping 

• Who is responsible  for maintaining the records, who reviews and who 

approves. 

• Describe journal entry process. 

• Describe chart of accounts: you can import the IFARMS chart of 

accounts and any variations and or additions you might have. 

 

E. Spending Grant Funds (page 10): 

• Identify who in the office tracks the direct and indirect allowable costs. 

• Identify how you determine if a cost is allowable.  

 

• Indirect Cost Rate (page 10): 

• Identify your district name and whether or not you do apply for the 

indirect cost rate and also apply those costs against your federal 

award. 

• Be sure to identify which federal awards. 

 

 

 



Determining Allowability of Costs (page 13) 

Elmira Feather  



Determining Allowability of Costs 

 

General Requirements apply to all Federal grants (pages 13-15) 

 ~Reasonable ~Necessary~ Allocable 

 

LEA vs Federal and State Cost Guidelines 

• The stricter to be followed (page 15) 

 

Travel (page 15) 

• The SDE references 

• Example 

 

 

  
 

 

 



Determining Allowability of Costs 

 

 Selected Items of Cost apply to all grants (page 16). 

 

 



Determining Allowability of Costs 

 

 What resources does your LEA use when training new staff (page 19)?  

 

• Manuals 

• Handbooks 

• Verbal training 

• USDE Guidance 

• The SDE resources 



Federal Cash Management Policy/Procedures 

(page 21) 

 

Wendy Lee 

 



Federal Cash Management Policies and Procedures 

 
Payment Methods (page 21):  

 

Identify who at the district will request reimbursements  

• Program Director 

• Business Manager 

• Administrator/Superintendent 

 

Identify frequency of reimbursement requests and or drawdowns (GRA)  

• Monthly 

• Quarterly 

• Anything more than quarterly will identify the district as high-risk and will 

require additional information.  

 

Identify any other requirements or district controls regarding federal drawdowns, 

and or required source documentation that is filed and or archived with each 

request.  Expand on your process 

 

 



Timely Obligation of Funds (page 22) 

 

Elmira Feather  



Timely Obligation of Funds 

 

• When Obligations are Made (page 22) 

 

 Obligation table from EDGAR applies to all Federal grants 

 (page 23). 

 

• Encumbrance Accounting is used to avoid over/under expenditure 

(page 23). 

 

 



Timely Obligation of Funds 

 

 
Period of Performance of Federal Funds 

 

• State-Administered Grants (also known as pass-through grants) which are 

available for 27 months. Description is already included (page 23). 

 

• State-Administered Grants available for less than 27 months. List all 

applicable grants (page 24). 

 

• Carryover procedures and waiver procedures for all ESSA grants. 

Description is already included (page 25). 

 

• Must liquidate within 90 days (page 24).  

 

             Direct Grants. If your LEA receives direct grants, fill in the blanks (page). 

 

 

 



Procurement System Procedures (page 29) 

Elmira Feather 

 



Procurement System Procedures 

 

 Responsibility for Purchasing (page 29) 

 

Enter LEA’s procurement/purchasing initiation process or chart. 

 



Procurement System Procedures 

Purchase Methods (pages 29-30) 

 

Table with State Caps 

 

$0 to $3,500- Micro  

$3,501 to $24,999- Small 

$25,000 to $49,999- Large 

$50,000 and above- Formal Bidding 

 

Your LEA’s Caps are most likely more restrictive. 

The LEA must follow whichever regulations are the most restrictive.

  

 



Procurement System Procedures 

Purchase Cards or LEA Issued Credit Cards (page 34) 

Example: 

 

 

 

 

 

 



Procurement System Procedures 

 
Debarment and Suspension (page 37) 

 

Requirement: the LEA may not subcontract with or award subgrants to 

any person or company who is debarred or suspended (can be part of 

a contract terms and conditions). 

 

For all contracts over $25,000 –need to verify. Describe how is it done. 

See example (page 37).  

 

 

 



 

Property Management Systems (page 41) 

Wendy Lee 



Property Management Systems 

 

          

 

 

Property Classifications (page 41):  

Identify any state and or local classifications that may vary from the 

federal property definitions. 

 

Inventory Procedure (page 42): 

• Identify your inventory process: when purchase, received, reviewed,  

and other information.  How is the property logged into the property 

management system?  What is the process: is it tagged who 

performs the tagging – who delivers and or installs, etc. 

 

Inventory Records (page 42):  

• Identify who is responsible, and how it is maintained. 

 

Physical Inventory (page 42): 

• Performed at least yearly, by how, and who performs that inventory, 

and how is it reconciled against each federal/state program   

    See example (page 43). 

 

 

 

                                                         

 



 
PMS cont. 

 

          

 

 

Maintenance (page 43): 

• How is property kept in good condition, and what restrictions have been placed 

on the property? 

 

Lost or Stolen Items (page 43): 

• Identify your safeguards in place to limit theft. 

• Identify procedures of lost or suspected stolen items and who is notified and 

under what conditions are the police called.  

• Identify disposition timeline on lost and or stolen items. 

 

Use of Equipment (page 44): 

• Review the standards and list any District procedures for the transfer of 

equipment between program and projects, including approval from SDE.    

 Example: Braille machine 

 

Disposal of Equipment (page 44): 

• Fill in position or identify who is responsible for disposition of federal property. 

• Insert sale procedures and guidelines. 

 

 

 

                                                         

 



Time and Effort Procedures (page 46) 

Elmira Feather 



Time and Effort Procedures 

  

 
Certification Requirement (semi-annuals and PARs): All employees 

who are paid in full or in part with federal funds must keep documents 

to demonstrate the amount of time they spent on grant activities. 

 

New: PARs may go away if records are supported by a system of 

internal controls which provides reasonable assurance (page). 

 

Recommended: no change to your time and effort system until further 

guidance are provided (page 46). 

 



Time and Effort Procedures 

 

  

 

Time and Effort Requirements/Standards (page 46) 

 

Reconciliation Requirement/Standards  (page 47) 

 

Employee Exits Requirements/Standards (page 48) 

 

Example of written Time and Effort process for an LEA (pages 48-57) 

 
• Have you heard about the Substitute System (page 50)? 

• Reconciliation-more flexibility  (page 50). 

• The same form can be used for semi-annuals and PARs (pages 52-53).  

• Semi-annuals can be signed by supervisors only (page 49 and 52). 

 

 

 

 



Time and Effort Procedures 

 

 

Reconciliation Requirements: (page 50).  

 

• Example offers more flexibility 

 

 If the difference between budgeted and actual- 

  less than 10% -quarterly reconciliation  

  above 10%-monthly reconciliation 

 



Record Keeping (page 58) 

Wendy Lee 



Record Keeping 

  

Record Retention (page 58): 

 

Identify how your records are destroyed and how inventory therefore 

gets updated with that destruction of records. 

 

Collection and Transmission of Records- 

Paper or Electronic? 

 

Privacy 

Describe your FERPA policies for confidential student and employee 

information, how it is kept and how it is managed. 

 



 

 

FAQ 

 



Resources 

 

LEA Policies and Procedures Template: 

http://www.sde.idaho.gov/federal-programs/funding/index.html 
Located under: New Uniform Grant Guidance 

or 

http://www.sde.idaho.gov/sped/funding/  Located under:  Resource Information 

 

Federal Register 

https://www.gpo.gov/fdsys/pkg/FR-2014-12-19/pdf/2014-28697.pdf 
 

Electronic code of Federal Regulations 

http://www.ecfr.gov/cgi-bin/text-

idx?SID=2fc96b98fd6e634050df119454d56e95&tpl=/ecfrbrowse/Title02/2cfr20

0_main_02.tpl 

 

Federal Programs – Education Department General Administrative 

Regulations Manual for Frenship Independent School District in Texas 

http://www.frenship.us/cms/lib3/TX01917862/Centricity/Domain/42/Federal%2

0Programs%20EDGAR%20Manual%20-%20PDF.pdf 
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When your manual is complete.. 
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