
Memorandum 

Date: December 16, 2024 

To: Mayor and Members of the City Council 

From: Thomas B. Modica, City Manager 

Subject: Revised Financial Policy and Procedure 5-1: Grants Processing Policy 

Financial Policy and Procedure (FPP) 5-1 (attached) provides the City of Long Beach with 
a streamlined and coordinated method for applying for grants, managing grant awards, 
and handling the accounting and reporting of grant-related financial information in 
compliance with both City and granting agency requirements. 

Last updated in 1999, the Financial Management Department and City Manager’s Office 
revised FPP 5-1 to reflect improved processes, current technology, and the City’s use of 
the Munis financial system. FPP5-1 was reviewed by the Citywide Grants Collaborative 
and Financial Service Officers Focus Group to ensure it provided useful and reasonable 
guidance.   

FPP 5-1 applies to all City Departments and offices reporting directly to the City Manager 
while requesting elected offices and non-City Manager Departments to comply in the 
interest of administrative uniformity. Per Administrative Regulation 1-1: Issuance and 
Revision Instruction for Administrative Regulations, the City Attorney and City Auditor 
reviewed the FPP.   

Policy Details 

The revised FPP 5-1 details the City’s process to identify, apply for, accept, administer, 
and fiscally manage grant funding. It specifically defines Departmental roles and 
responsibilities related to: 

• Grant authorization

• Approval of grant applications

• Preparation of grant applications

• Administration and financial management of grants

• Monitoring of subrecipients

• Closing out grants

All City offices and Departments should comply with the policy to ensure administrative 
uniformity and to assure grantors and the public that the City is complying with grant-
related rules and regulations. 
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Next Steps   
 
Electronic notice of the revised FPP 5-1 will be sent to all City Departments and be posted 
on the Citywide intranet. The City Manager’s Office and Financial Management 
Department will also provide training and technical assistance to help Departments 
understand and comply with the revised policy. 
 
If you have any questions, please contact Meredith Reynolds, Deputy City Manager at 
meredith.reynolds@longbeach.gov or 562.570.6677. 
 
ATTACHMENTS 

  
CC: DAWN MCINTOSH, CITY ATTORNEY 
 DOUGLAS P. HAUBERT, CITY PROSECUTOR 
 LAURA L. DOUD, CITY AUDITOR 

APRIL WALKER, ASSISTANT CITY MANAGER 
TERESA CHANDLER, DEPUTY CITY MANAGER 

 MEREDITH REYNOLDS, DEPUTY CITY MANAGER 
GRACE YOON, DEPUTY CITY MANAGER 
TYLER BONANNO-CURLEY, DEPUTY CITY MANAGER 
KEVIN LEE, CHIEF PUBLIC AFFAIRS OFFICER 
MONIQUE DE LA GARZA, CITY CLERK  
DEPARTMENT HEADS 
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SUBJECT: POLICY FOR GRANTS PROCESSING  

I. PURPOSE 

The purpose of this regulation is to provide an effective and coordinated approach in the 

application of grant funding, administration of grant awards, and the accounting and reporting of 

grant-related financial information in accordance with the requirements of the City and granting 

agency.  

II. SCOPE 

This regulation is applicable to all City departments and offices that report directly to the City 

Manager. Section V.6-9 is applicable to all departments whose financial information is maintained 

in the Munis financial system. It is recommended that elected officials, as well as independent 

offices and departments of the City, comply with all Sections of this Policy to ensure 

administrative uniformity and to assure to grantors and the public of the City’s compliance with 

grant related rules and regulations. 

III. HISTORY 

This policy supersedes Administrative Regulation 24-2 in its entirety.  

IV. AMENDMENT 

The City Manager, or designee, may edit or update the policy, procedures, and contents in 

 this regulation in accordance with the provisions set forth in FPP 1-1.  

V. POLICY 

1. Grant Authority 

a. The City Council is the sole entity that can obligate the City to fulfill grant requirements 

for any and all types of grants. This occurs when the City is awarded a grant and the City 

Council takes action through a City Council item to accept and appropriate grant funding, 

and delegates the execution of all grant agreements to the City Manager or their 

designee.. 

b. The City Manager has the authority to approve any and all grant application submittals 

and Department staff must receive City Manager approval through the grant approval 

process described in Section V.3 “Grant Approvals” prior to submittal to the grantor. City 

Council approval to apply for a grant is necessary when the grant requirements call for an 

approved resolution from the governing body or for a similar action as dictated by the 

terms set forth in the grant application requirements. 

c. Departments must ensure they receive the proper grant approvals and are not to execute 

agreements or begin work on grants prior to the necessary City Council or City Manager 

approvals. Doing so is a violation of this policy and puts the City at risk to lose grant 

funding or to be forced to provide matching funds it cannot afford. 

https://www.longbeach.gov/globalassets/hr/media-library/documents/policies-and-procedures/administrative-regulations/section-24---special-funds-procedures/ar24-2
http://lbnet/globalassets/department/fm/documents/financial-policies/section-01---administration/fpp-1-1-issuance-and-revision-instructions-for-financial-policies-and-procedures.pdf
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2. Identification of Grant Opportunities 

a. Any Department that has identified a grant of interest is responsible for collecting the 

information necessary to apply for the grant, including application guidelines, program 

operating regulations, schedules, submission requirements, reporting requirements, 

matching funds needed, allowance of indirect costs, and if there is any maintenance of 

effort required, i.e., does the City need to keep existing funding at the current level. 

b. The City Manager’s Office is available to assist departments in: (1) identifying and tracking 

grant opportunities; (2) guiding staff on the City’s grant application approval process; (3) 

providing technical assistance on grant applications and related City processes; (4) 

coordinating interdepartmental collaboration on grant proposals; and (5) contacting 

governmental agencies for letters of support. 

c. The City Manager’s Office hosts an interdepartmental working group, called the Citywide 

Grants Collaborative, to identify potential grant opportunities, discuss grant applications 

in progress, support cross-departmental collaboration on grant applications, and provide 

grant-related trainings. Any Department that regularly applies for grants should 

participate in the workgroup.  

 

3. Grant Approvals 

a. Competitive Grants 

i. Competitive grants are those that are awarded through a competitive application 

process based on the merits of a proposal. Applicants submit proposals that detail 

information about their organization or project, including the problem they want 

to solve, the proposed solution, the budget, and the expected outcomes. The 

funder then assesses applications through a formal review process based on 

published selection criteria and legislative and regulatory requirements. 

ii. Departments shall request and receive approval from the City Manager's Office 

prior to submitting a competitive grant application. The process for this approval 

is described in Section V.3.d. “Grant Application Approval Forms for Competitive 

Grants and Grants Where City is a Partner.” 

b. Grants Where City is a Partner 

i. Certain grants may be structured in such a way that the City is not an applicant, 

but instead a strategic partner. This could include a grant where the City is not an 

eligible applicant (e.g., only the County or nonprofits are eligible), or a grant that 

requires a municipal partner for implementation (e.g., city an ineligible applicant 

but a community group can propose to implement grant work on city property in 

partnership with the City). Examples of such partnerships include, but are not 

limited to: 

• A nonprofit organization or partner agency applying on the City’s behalf 

as part of a regional proposal. (E.g., Southern California Association of 
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Governments, South Coast Air Quality Management District, or County of 

Los Angeles.)  

• A nonprofit organization or partner agency applying to administer a 

project on City property or right-of-way. (E.g., Los Angeles Neighborhood 

Land Trust or the California Conservation Corps.) 

• A nonprofit organization or partner agency applying to administer a 

project that will require the City to provide in-kind or grant-funded 

resources such as staff time, access to City property, or use of City 

materials. (E.g., Partners of Parks or Friends of the Long Beach Public 

Library.)  

ii. Departments shall request and receive approval from the City Manager's Office 

prior to committing the City as a partner when submitting a competitive grant 

application. The process for this approval is included in Section V.3.d. “Grant 

Application Approval Forms for Competitive Grants and Grants Where City is a 

Partner.” Depending on the grant requirements, this may include taking an item 

to the City Council for approval of the partnership if signed agreements are 

required with the grant application.  

c. Formula or Entitlement Grants 

i. Formula or entitlement grants are those that provide funds to specific agencies 

based on a predetermined formula. The formula is usually based on factors such 

as need, population, enrollment, or per capita income. Agencies do not compete 

for formula or entitlement grants, and every agency that is eligible for the 

program will receive funding as long as they claim it. 

ii. Departments shall submit a Financial Management Information Form for 

approval from the City Manager’s Office prior to submitting a formula or 

entitlement grant for City Council acceptance. The process for this approval is 

included in Section V.3.e “Financial Management Information Form for Formula 

and Entitlement Grants.” 

d. Grant Application Approval Forms for Competitive Grants and Grants Where City is a 

Partner 

i. The initiating Department shall use a Grant Application Approval Form (GAAF) 

when requesting approval to apply for a competitive grant. 

ii. A Department shall also submit a GAAF when the City is a partner on the grant 

application. The Department most closely impacted by the proposal shall 

submit the GAAF.   

iii. All GAAFs shall be submitted to the City Manager’s Office at least ten (10) 

business days prior to the submission of the grant application.   

iv. All GAAFs shall be approved by the City Manager, or designee, prior to the 

submission of the grant application.  

https://forms.office.com/pages/responsepage.aspx?id=wxE_MWhCak-NO8fmUBg-eBDaOz5LW31Jq8744NSC9YNUMllJMTVOUFVIOUYzNDJUQlFKWlI5MDAwQyQlQCN0PWcu
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v. The City Manager’s Office shall review the GAAF and provide a response to 

the initiating Department within seven (7) business days.  

vi. GAAF approval shall be based on whether the proposed project meets criteria 

including, but not limited to: community need, addressing of equity, strategic 

plan alignment, and financial feasibility. For financial feasibility, the following 

is examined in determining the total impact and cost to the City: 

• Matching requirements or new operating costs. 

• Allowance of indirect costs. 

• If City funding will be needed to support the project after the 

expiration of the grant period. 

vii. The City Manager’s Office shall also use the GAAF to track grant applications, 

ensure Departments are not unknowingly applying for the same grant, and 

compile an annual report that summarizes grant applications submitted 

every fiscal year.  

e. Financial Management Information Form for Formula and Entitlement Grants 

i. The City Manager, or designee, shall approve the acceptance of formula or 

entitlement grants using information provided in the Financial Management (FM) 

Information Form. 

ii. Departments submit a FM Information Form to the Budget Office when preparing 

a City Council Letter requesting a budget amendment and/or the acceptance and 

appropriation of grant funds. 

iii. Once the Budget Office has approved the FM Information Form for a formula or 

entitlement grant-funded project, the initiating Department shall route the FM 

Information Form with the draft City Council Letter to the City Manager for review 

and approval.  

iv. The City Manager, or designee, shall review and approve the FM Information 

Form for a formula or entitlement grant-funded project, based on whether the 

proposed project meets the same criteria as for competitive and partner grants, 

including, but not limited to: community need, addressing of equity, strategic 

plan alignment, and financial feasibility. For financial feasibility, the following is 

examined in determining the total impact and cost to the City: 

• Matching requirements or new operating costs. 

• Allowance of indirect costs. 

• If City funding will be needed to support the project after the 

expiration of the grant period. 

v. The City Manager’s Office shall also use the FM Information Form to compile an 

annual report that summarizes grant applications submitted every fiscal year. 

 

 

 

http://lbnet/departments/fm/budget-management-bureau/budget-management/city-council-letter-process/
http://lbnet/departments/fm/budget-management-bureau/budget-management/city-council-letter-process/
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4. Grant Preparation  

a. The initiating Department is responsible for completing all aspects of the grant application 

in conformance with the requirements of the granting agency including City Council 

resolution and/or public notice, if applicable. 

b. The initiating Department shall prioritize full cost recovery. The proposed budget shall 

include any allowable direct and indirect costs such as, but not limited to, labor, 

administrative costs, grant accounting costs, project development and implementation, 

consulting, construction, equipment, supplies, travel, and indirect costs as defined by the 

Cost Allocation Plan.  The proposed budget should also account for anticipated 

incremental cost changes, such as cost of living adjustment (COLA), increases to labor, 

consulting and equipment costs. 

c. If the initiating Department is partnering with another Department(s) to provide services 

on the proposed project, the initiating Department shall include in the proposed budget, 

to the extent allowed by the granting agency, full cost recovery for direct and indirect 

costs to cover services performed by the partnering Department. Such costs may include, 

but are not limited to labor, administrative costs, grant accounting costs, project 

development and implementation, consulting, construction, equipment, supplies, travel, 

and indirect costs as defined by the Cost Allocation Plan. The initiating Department and 

partnering Department must mutually agree to the scope of work and budget that is 

proposed in the grant application.   

d. Financial Management, City Controller/Accounting Bureau will submit and maintain the 

Cost Allocation Plan for approval of indirect cost rates by the cognizant agency. When the 

City’s status is under review, the initiating Department shall include in the proposed 

budget the De minimis Indirect Cost Rate of fifteen percent over modified total direct 

costs (MTDC), when applying for Federal funding, when allowable.  

e. If a City Council resolution is required by the granting agency, then the initiating 

Department shall immediately request that the City Attorney prepare the resolution, and 

the initiating Department shall prepare a City Council agenda item which:  

i. Describes the purpose of the application. 

ii. Requests the City Council to adopt the resolution. 

f. If a City Council resolution is not required but the Department Director believes formal 

City Council notification of intent to apply is in the best interest of the City, the initiating 

Department shall prepare a City Council agenda item which describes the purpose of the 

application.  

g. After obtaining any necessary approvals, the initiating Department shall submit the grant 

application and supporting documents directly to the granting agency.  
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5. Grant Notification 

a. The initiating Department shall provide prompt notification to the City Manager’s Office 

regarding the final funding decision of the granting agency by logging the grant’s approval 

status in the GAAF database. 

b. If the grant is not awarded, the initiating Department is encouraged to request a 

debriefing with the granting agency to identify why funds were not awarded and file the 

information  in the GAAF database to inform future grant applications.  

c. Following written notification from the granting agency of the grant award, the initiating 

Department shall prepare a budget adjustment representing the award in accordance 

with FPP 2-3. 

d. If the grant is awarded, the initiating Department shall upload a copy of the final grant 

application and award letter to the established Grant Record in the Munis module, Grant 

Master. This step supports the City’s monitoring, tracking, and reporting efforts. Copies 

shall be provided to other City departments upon request. 

e. The initiating Department shall process any contracts or subcontracts related to the grant 

and ensure that the following actions are taken: 

f. City Council authorizes the contracts and subcontracts; 

g. City Attorney approves document(s) as to form; 

h. City Manager executes document(s); 

i. City Clerk files document(s); and  

j. Granting agency receives document(s). 

k. If the terms and conditions of the grant contract differ substantially from the application 

previously authorized by the City Council, such as a change in cost or scope, the initiating 

Department shall prepare a City Council agenda item requesting supplemental 

authorization of the contract. 

 

6. Grant Administration  

a. The City’s current financial system provides a module for grant management and project 

management. The grant management module will be the central repository for all grant 

related documents and the financial tool for maintaining financial transactions for all 

Departments. 

b. The initiating Department shall have primary responsibility for grant administration. Staff 

for the initiating Department shall serve as the liaison with the granting agency, 

coordinate activities necessary for successful program performance, maintain program 

performance data, conduct the preparation of all reports required by the granting agency, 

forward the reports to the granting agency and manage any audits that will follow.  

c. The initiating Department may contact Financial Management, City 

Controller/Accounting Bureau for assistance in setting up the necessary financial records, 

coding and procedures for consistent financial management and grant reporting. 

Maintenance of these records will be coordinated by the initiating Department. The 

https://longbeach.sharepoint.com/sites/TEAM-CM-GrantsCommittee/Lists/GAAF%20List/AllItems.aspx
https://longbeach.sharepoint.com/sites/TEAM-CM-GrantsCommittee/Lists/GAAF%20List/AllItems.aspx
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initiating Department may delegate a portion of its financial record-keeping responsibility 

to the Financial Management, City Controller/Accounting Bureau by mutual agreement. 

d. The initiating Department shall take the following action: 

i. Initiate all amendments to grant contracts and subcontracts including but not 

limited to requesting the City Attorney to prepare such amendments and, if 

necessary, requesting the City Council to authorize them. 

ii. Establish the accounting structure to track and monitor the grant’s financial 

activity, in accordance with FM established guidelines. Refer to Munis 

training materials for projects and grants.  

iii. Record the Approved Award Amount via Budget Amendment to the 

designated Funding Source String and Grant Record to activate controls to 

prevent overspending and reporting tool to monitor the remaining budget.  

iv. Determine if an outside entity assigned responsibilities to perform work 

funded by a grant award has the role of a contractor or role of a subrecipient. 

The distinction between subrecipients and contractors is critical because it 

determines whether compliance with subrecipient monitoring regulations 

apply or procurement regulations apply. In making this determination, the 

substance of the relationship is more important than the form of the 

agreement. All of the characteristics listed below may not be present in all 

cases, and the City must use judgment in classifying an agreement as a 

subrecipient award or a procurement contract. The Financial Management 

City Controller/Accounting Bureau should be consulted when analyzing the 

criteria and evaluating the relationship between the City and outside entity.  

Characteristics that define the role of a contractor or a procurement 

relationship, include the following: 

• Provides goods and services within normal business operations. 

• Provides similar goods or services to many different purchasers. 

• Normally operates in a competitive environment. 

• Is not subject to compliance requirements of the federal program as 

a result of the agreement, although similar requirements may apply 

for other reasons. 

 

Characteristics that define the role of a subrecipient include the following: 

• Responsibility for programmatic decision making. 

• Responsibility for adherence to applicable private, county, or state 

program requirements specified in the grant award. 

• Responsibility for adherence to the Code of Federal Regulations 

(CFR), when origin of funding is federal.  

• Responsibility for adherence to applicable Federal program 

requirements specified in the federal award. 

http://lbnet/munis/project-grant/
http://lbnet/munis/project-grant/
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• In accordance with the contract or agreement, uses the federal 

award to carry out a program for a public purpose specified in an 

authorized statute, as opposed to providing goods or services for the 

benefit of the City. 

v. Establish the qualitative and financial reporting requirements for 

Subrecipients and Contractors.  A Department may not establish a contract 

with a vendor or organization that retains a status of debarment or 

suspension in the System for Award Management (SAM) database that 

provides detailed information on Federal contracting activities. 

vi. Upload a new verification to the Grant Record of contractor and 

organization’s status in the SAM database at the beginning of each grant 

period to affirm vendor’s eligibility status.  

vii. Monitor subrecipient performance to ensure the agreed upon terms and 

objectives are being met in accordance with the established agreement and 

City’s strategic vision.  

viii. Department shall differentiate the financial transactions between 

subrecipient and contractor by applying the appropriate General Ledger (GL) 

expense object code. Refer to Appendix B Grant Subrecipient and Subaward 

Codes.  

e. Financial Management, City Controller/Accounting Bureau will apply the reduction to the 

Cost Allocation Plan for sub-awards, in compliance with Code of Federal Regulation (CFR) 

§ 200.1 Modified Total Direct Cost (MTDC) 

f. Assign the associated Project Code to all purchase orders and Munis contracts to ensure 

the transactions expected to be funded by the grant are properly recorded and tracked.  

g. Prioritize applying the awarded funds to the expenditures directly related to the purpose 

set forth in the grant agreement and indirect costs allocated via the Cost Allocation Plan. 

h. When grant funding is used to acquire capital assets, apply the appropriate setting in 

Munis module, Project Master to properly account for the associated transactions. Refer 

to FPP-7-1 Accounting for Capital Assets. 

i. Tracking and recording all expenditures and ensuring that only those expenditures which 

are eligible under the terms of the grant are allocated to the appropriate grant funding 

source in Munis.  

j. The timely submission of grant reimbursement requests or electronic drawdown of funds, 

and the prompt deposit and proper recording within 24 hours of the receipt of grant funds 

in accordance with Administrative Regulation 21-1.   

k. Reclass any expenditures deemed ineligible by the grantor to another funding source 

within the project, such as another grant, Department’s Operating Fund, or the General 

Fund.  

l. If departments are partnering to use the awarded grant, the managing department must 

be established. Managing department will be responsible for collecting the financial and 

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200
http://lbnet/globalassets/department/fm/documents/financial-policies/section-07---capital-assets-and-inventories/revised-fpp-7-1-accounting-for-capital-assets.pdf
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qualitative reporting from participating departments and serve as the main point of 

contact for the granting agency. The proportionate award amount allocated to each 

participating department must be maintained in their respective department grant fund 

General Ledger (GL). Refer to Munis training materials for Projects and Grants.  

m. Inform Financial Management City Controller/Accounting Bureau of granting agency 

financial audits and of return of funds to the granting agency. The return of funds may 

result from unspent advance funding, ineligible costs, corrections, unspent earned 

interest, or audit findings. 

n. Federal Grants and Awards 

i. The Code of Federal Regulations (CFR) is a codification of the rules issued by 

Federal agencies.  The 2 CFR § 200 (also referred to as Uniform Guidance) 

contains guidance on federal grants administration, establishing regulations for 

all entities receiving and administering federal grants and awards. Portions of 

the CFR are revised frequently, and changes are published in the Federal 

Register.  An electronic CFR is available at http://www.ecfr.gov.   

ii. All Departments must follow the guidelines established in 2 CFR § 200 when 

administering federal grants and awards that include: administrative 

requirements, indirect costs, procurement, and Single Audit requirements.  

iii. For the Single Audit Report, Financial Management City Controller/Accounting 

Bureau shall prepare reports of all direct and pass-through federal funds 

expended during the fiscal year. It is important that Departments ensure that 

all grant activity and any changes to the grant are well documented to facilitate 

the report and audit. Additionally, Departments are responsible for reviewing 

and confirming amounts reported in the Schedule of Expenditures of Federal 

Awards (SEFA). Audit findings made during the Single Audit are provided to the 

granting agency, which could prompt a program audit by the granting agency. 

iv. These reports must be prepared in accordance with the Office of Management 

and Budget (OMB) requirements: audited annually and filed with the granting 

agency within 12 months after the end of the City's fiscal year. The Single Audit 

Report must be filed with the State Controller’s Office by June 30 following the 

completion of the Annual Comprehensive Financial Report.  

v. Allotments: Where the grant award spans more than one City fiscal year, the 

award amount may be appropriated, but not allotted. In this case, it is the 

initiating Department’s responsibility to allot sufficient funds for the current 

City of Long Beach fiscal year in accordance with the procedures established in 

FPP 2-3. 

 

7. Grant Financial Management System  

a. A Grant Record should be created to track expenditures funded per award agreement. 

While a Project record tracks expenses for a particular program or project, a Grant Record 

http://www.ecfr.gov/
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may track expenses for multiple project records funded under the same award 

agreement. A Grant Record is used in conjunction with a Project, therefore the same 

financial transactions will be coded to each type of record.  

b. The Grant record shall contain pertinent information related to the grant, including the 

Grantor Identification Number referenced in the Grant Agreement, Grant Type (e.g., 

Federal Direct, Federal Through State, State Direct, etc.), Grant Benefit Year, Catalog of 

Federal Domestic Assistance (CFDA) number, title, description, justification, and 

performance information.  

c. The initiating Department shall distribute the associated Project Code to all authorized 

employees to document on their timecards, accordingly for hours worked on the grant. 

 

8. Subrecipient Monitoring 

a. For Departments awarding funds to subrecipients, it is necessary to carry out 

monitoring activities to ensure the subrecipient is using funding for authorized 

purposes, complies with the terms and conditions of the grant or award, and achieves 

performance goals. Monitoring activities must include the following: 

i. Reviewing financial and programmatic reports required by the granting 

agency. 

ii. Following up and ensuring the subrecipient takes timely and appropriate 

action on all audit findings and deficiencies pertaining to the grant or 

detected through audits, on-site reviews, and other means. 

iii. Review the subrecipient’s most current Single Audit Report, if one is available 

per federal requirements.  

b. In accordance with 2 CFR § 200 that applies to federal awards, the City may impose 

specific conditions upon the subrecipient based upon the evaluation of risks such as 

the following: 

i. When a subrecipient has a history of failure to comply with terms and 

conditions of a federal award. 

ii. When the subrecipient fails to meet expected performance goals. 

iii. When the subrecipient is not otherwise responsible. 

 

Additional conditions may include: 

i. Requiring payments as reimbursements rather than advance payments. 

ii. Requiring more detailed financial reports. 

iii. Requiring additional project monitoring. 

iv. Establishing additional prior approvals. 

 

9. Grant Closeout 

a. After completion of the grant, the initiating Department must take steps necessary to 

close the grant. These steps include: (1) Verify actuals and budget amounts are accurate 



 
ADMINISTRATIVE REGULATIONS  CITY OF LONG BEACH, CA 
FINANCIAL POLICIES & PROCEDURES   Number: FPP5-1 
  Issue: 1 
  Page: 11 of 14 
  Revised Date: 12/6/24 
 

11 
 

and final; (2) Confirm the Awarded Amount equals the Received Amount; (3) The 

Accounts Receivable balance is zero demonstrating that all amounts due to the City were 

paid by the granting agency; (4) Set the expiration date in the Munis Program, Grant 

Master to prevent further posting of transactions; and (5) Update the status of the grant 

from Active to Closed.  

b. Following the completion of the grant project, grant files shall be retained and stored by 

the initiating Department for seven years following the date of final settlement or release, 

or for the period of time as required by the granting agency if longer than seven years. 

Financial Management shall retain all financial data in the Munis financial system for 

future audits and references, set forth by the City’s Records Retention Schedule. 

 

10. Providing Letters of Support for Grant Applications Submitted by Outside Agencies  

a. Occasionally, outside agencies request a letter of support for their grant applications.  The 

external agency, or the Department most closely impacted by the proposal, shall submit 

letter of support requests to the Office of Intergovernmental Affairs at least fifteen (15) 

business days prior to the deadline. Requests shall include a template and the following 

information: (1) a brief project description; (2) the proposed funding source and project 

cost;  (3) a description of the benefits the proposed program(s) would bring to the city; 4) 

a description of how the project upholds equity and addresses community need; 5) a 

description of how the project is consistent with the City’s strategic plan(s). 

b. All letters of support on behalf of the City shall be signed by the City Manager or Mayor, 

and the Office of Intergovernmental Affairs coordinates the approval process. The signed 

letter shall be returned to the requesting Department or directly to the agency, unless 

otherwise specified.  

c. All letters of support shall only support specific grant applications but shall not provide 

blanket support of the outside agency. 

 

11. Obtaining Letters of Support from Legislative Representatives on City Grant Applications 

a. City Departments may consider requesting a letter of support from legislative 

representatives including but not limited to the mayor, city council members, state 

legislators, and U.S senators and representatives to increase the competitiveness of their 

grant application. All such letters of support requests shall be made by the City’s Office of 

Intergovernmental Affairs.   

b. When requesting a letter of support from a legislative representative, the initiating 

Department shall contact the City’s Office of Intergovernmental Affairs at least fifteen 

(15) business days prior to the grant application submission date and provide them with 

a draft letter of support that includes: (1) a brief project description; (2) the proposed 

funding source and project cost;  (3) a description of the benefits proposed program(s) 

would bring to the city; 4) a description of how the project upholds equity and addresses 
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______________________________________________     ___________________________ 
City Manager  Date 

a community need; 5) specific items to be addressed by the legislative representative (if 

any).  

12. Appendices

a. Appendix A Grant Reporting Structure

b. Appendix B Grant Subrecipient & Subaward Codes

12/16/24
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Appendix A 
This document provides an outline of the financial reporting structure for grants.  

Reporting Structure Description  

 
Grant Record 

 
The structure classification for a grant is a variable field of up to 10 numeric 
characters. The first two characters identify the Department that carries the primary 
responsibility for administering the grant and reporting costs back to the granting 
agency. The last eight characters are Department defined to identify the grant. An 
illustration follows. 

Department Identifier: 35 (Health & Human Services Department) 
Department Grant Code: 3500000001 (Housing Choice Voucher) 

 

 
Project Code 

 
First 2 characters coincide with the initiating departments’ designated segment 3 of 
their Department general ledger accounts, defining their Department. The remaining 
8 characters in the segment are determined by the managing Department. An 
illustration follows. 

Project Segment (Level 1) Project Code 10 characters: 3500016010 

 
 
Project Segment 
Level 2 

 
Defines the Source of funding (e.g. Gas Tax, CDBG, etc). 

Project Segment (Level 2) Source 10 characters: LACNTYGRT 

 
 
Project Segment 
Level 3 

 
Provides a further level of detail of the funding source, such as the Grant Fiscal Year, 
Match, etc). 

Project Segment (Level 3) Detail 10 characters: 2023 

 

Project Segment 
Level 4 

 
Defines the Type or a further level of detail, if the Department determines is 
necessary to track. 

Project Segment (Level 4) Type 10 characters: COVID19REV 

 

 
Funding Source 
String 
 

 
Defined as the donor or source of funding for the project incurred expenditures.  

Project String: 3500016030-LACNTYGRT-2023-COVID19REV 

 

 
Expense String 
 

 
Utilizes up to 4 Project Segments to define the expenditure reporting categories set 
forth by the grantor. A mechanism that allows the City’s financial systems to group 
together expenditures meeting similar characteristics.  

Project String: 3500016030-ADMIN -NONREIMB -COVID19EXP 
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Appendix B 
This document provides an outline of the financial reporting structure for Subrecipients and Subawards. 

Munis Object Code Long Description Use 
 
834622 
 

 
Grants-Subrecipient Payments  
 

 
For vendor invoices that meet the criteria of a 
Subrecipient 

• Responsibility for programmatic decision 
making. 

• Responsibility for adherence to applicable 

federal program. 

• Requirements specified in the Federal 
award. 

• In accordance with the contract or 
agreement, uses the federal award to 
carry out a program for a public purpose 
specified in an authorized statute, as 
opposed to providing goods or services 
for the benefit of the City. 

*Amounts posted to this expense object code are 
normally not subject to the Indirect Cost rate 
allocation 
 

 
834623 

 
Rebate & Grant Payments-NonTxb 

 
For vendor payments to Grant Awardees not 
subject to tax 
* Use for pass through arrangements (e.g., City of 
Signal Hill) 
 

 
834624 

 
Rebate & Grant Payments 

 
For vendor payments to Grant Awardees subject to 
tax 
* Vendor will receive 1099 form at calendar year 
end. 
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